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eMARS 310 Operating and Management Budgets

eMARS Operating and Management Budgets

1 — Orientation

This course will provide eMARS users with a working knowledge of how the Operating budget process
works from the enactment of the Appropriations Bills through budget modifications, budget balances,
and budget reporting. The tools necessary to view and analyze the operating budget in eMARS will be
provided in this course. We will also step through the management budget process that will be used in
eMARS to handle decentralized budgeting needs.

The Commonwealth will continue to use BRASS for entering all operating budget transactions.
Management budgets will be handled through Excel spreadsheets or directly entered in eMARS using
the Management Budget (OB1) document.

Capital budget topics will be covered under a different course: 320 Capital and Revenue Budgets.

Prerequisites
You should have completed the following courses before continuing:
e eMARS 101 Intro to eMARS

e eMARS 101 Into to eMARS Independent Study Guide
e eMARS 110 Chart of Accounts

Learning Objectives
At the conclusion of this session, you will be familiar with:

e The Commonwealth’s budget enactment process

e Unobligated, Unexpended Accrued and Year-to-date (YTD) Unexpended Accrued budget
balances

e Operating budget controls in eMARS including budget levels, expenditure control, and how to
calculate available budget

e Management budget establishment and adjustment process in eMARS

At the conclusion of this session, you will be able to:

e (Calculate available budget for payment processing

e Complete the eMARS Management Budget Spreadsheet

e Process a Management Budget (OB1) document

e Complete an SAS-14 document (Account Maintenance form)

]
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2 — Budget Basics

Budget Process

The Commonwealth of Kentucky has a biennial budget process. Every two years the legislature and the
Governor work to pass a legislatively enacted budget. This budget, commonly referred to as the
Appropriations Bills, establishes the expenditure budget amounts by Fund (General Fund, Tobacco
Fund, Road Fund, Restricted Funds and Federal Funds). Once the Commonwealth has an enacted
budget, the Office of State Budget Director (OSBD) begins the process of implementing the budget.

Appropriation and Allotment Process and Due Dates

The Governor’s Office for Policy and Management (GOPM) will set up the initial operating budget
Appropriations in accordance with the Appropriations Bills and does not require any action on the part
of agencies.

Prior to the beginning of each fiscal year, agencies submit a schedule of quarterly Allotments of
Appropriations as required by KRS 48.610. GOPM initiates the Allotment request process through
communication with all state government organizational entities. The communication process outlines
the Allotment Request process and all of the guidelines on preparing the Allotment information.

Allotment changes occur during a fiscal year. Allotment modifications are done through the authority of
KRS 48.600-48.630 and the provisions of the Appropriations Acts.

Appropriation modifications are processed on a quarterly schedule. The table below shows the due
date the request must be received by GOPM, the report date to the Legislative Research Commission
(LRC) and the effective date of the Appropriation modifications for each quarter.

QUARTER DUE DATE TO GOPM | REPORT DATE EFFECTIVE DATE OF
TO LRC APPROPRIATION MODIFICATION
1% Quarter June 15 July 1 August 1
2" Quarter September 15 October 1 November 1
3" Quarter December 15 January 1 February 1
4" Quarter March 15 April 1 May 1

Requests for Appropriation modifications must be submitted to GOPM on or before the due date for the
modification to be acted upon.

BRASS is the software tool used to establish the operating budget in the eMARS system.
Appropriations (Function Group) and Allotments (Function Type) are entered into BRASS and
subsequently loaded to eMARS. BRASS Budget Execution training is offered to assist users with
BRASS.

Chart of Accounts

In eMARS, chart of account elements are used to identify and classify all financial and budget data. For
operating budgets, eMARS will utilize the following central chart of account elements:

]
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e CAFR Fund Type - defines the budgetary fund as outlined in the Appropriations Bills (General,

Tobacco, Road, Restricted, Federal)
e Cabinet - defines the Organizational structure

¢ Function Group - defines the Appropriations as outlined in the Appropriations Bills
¢ Function Type — defines the Allotment breakdown below the Appropriation level

e Fund Type —is the current MARS fund

e Object Type — defines the objects of expenditures (e.g. Personnel, Operating, Grants Loans

and Benefits, Debt Service and Capital Outlay)

CAFR Fund Type and Fund Type Crosswalk

As stated earlier, Appropriations will be entered at the Budgetary Fund (CAFR Fund Type) level. The
following table shows the relationship between the eMARS CAFR Fund Type and eMARS Fund Type:

eMARS eMARS eMARS eMARS Fund Type

Appropriation CAFR Fund | Allotment | Name

Fund (CAFR Type Name Fund

Fund Type) (Fund

Type)

GNRL General Fund | 0100 General Fund

ROAD Road Fund 1100 Road Fund

FDRL Federal 1200 Federal Fund
Funds

FDRL Federal 6200 Unemployment
Funds Benefits Fund

RSTD Restricted 1300 Agency Revenue
Funds Fund

RSTD Restricted 2100 State Parks Fund
Funds

RSTD Restricted 2200 State Fair Board
Funds Fund

RSTD Restricted 2400 Insurance
Funds Administration Fund

RSTD Restricted 2900 Horse Park
Funds Commission Fund

RSTD Restricted 3100 Fleet Management
Funds Fund

RSTD Restricted 3200 Computer Services
Funds Fund

RSTD Restricted 3500 Prison Industries
Funds Fund

RSTD Restricted 3600 Central Printing Fund
Funds

RSTD Restricted 3700 Property
Funds Management Fund

)
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eMARS eMARS eMARS eMARS Fund Type

Appropriation CAFR Fund | Allotment | Name

Fund (CAFR Type Name Fund

Fund Type) (Fund

Type)

RSTD Restricted 3800 Risk Management
Funds Fund

TBCO Tobacco 6350 Tobacco Settlement
Fund Trust Fund

)
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Budget Structure and Levels

A budget structure is the framework that determines the type of budget. Budget structures consist of
levels that correspond to increasingly more detailed levels of budgeting. Kentucky’s operating budget
structure is composed of three levels with the following chart of account elements:

Level 1 (Appropriation) — CAFR Fund Type, Cabinet, Function Group
Level 2 (Allotment)' — CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type

Level 3 (Object Type)? — CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type,
Object Type

Example of an eMARS Budget Structure

eMARS

Appropriation RSTD-31-765A

Allotment RSTD-31-765A-765B-1300-Qtr
Appropriation GNRL-31-765A
Allotment GNRL-31-765A-765B-0100-Qtr

Object Type GNRL-31-765A-765B-0100-1

' Allotted by quarter
® For General Funds only

]
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3 — Operating Budget

The Operating Budget provides for the operational needs of the many offices of the Commonwealth
including employee salaries, fringe benefits, overhead costs and funds to be used for various benefit
programs. In eMARS, expenditure budget control is established at the following three levels:

e Appropriation (Function Group)
e Allotment (Function Type)
e Object Type — General fund only

The General Assembly appropriates funds for specific Appropriation Units such as Office of State
Budget Director. These Appropriation Units are listed in the Appropriations Bills. There is a separate
Appropriation (Function Group) code established for each Appropriation Unit. These Appropriation
(Function Group) codes must be unique statewide. Therefore, no two programs will have the same
Appropriation (Function Group) code assigned. Note that although the value (e.g. 765A) associated
with an agency’s Appropriation (Function Group) code may be the same for multiple CAFR Fund
Types, the Appropriations are distinct in eMARS because they are associated with different funds.

For example, if an agency has three CAFR Fund Types, the agency will have three Appropriation
(Function Group) records in eMARS. Different CAFR Fund Types include General Fund, Restricted
Funds and Federal Funds. The sum of an agency’s CAFR Fund Types equals the total budget for that
agency.

An Allotment (Function Type) is a lower level breakdown of an Appropriation (Function Group). For
example, the Appropriation (Function Group) for the Office of State Budget Director (765A) is divided
into three Allotments (Function Types) as follows:

e 765B Budget and Policy Analysis
e 765C Economic Analysis
e 765D Policy and Research

In eMARS, allotments will be broken down into quarterly time periods. This will allow spending to be
controlled within the quarterly time period. For this example, assume Allotment (Function Type) 765B
for Budget and Policy Analysis is for $1,000,000 and is broken out into quarter as follows:

Quarter 1 (July-Aug-Sept) $300,000
Quarter 2 (Oct-Nov-Dec) $300,000
Quarter 3 (Jan-Feb-Mar) $200,000
Quarter 4 (Apr-May-June) $200,000
765B Budget and Policy Analysis Total: $1,000,000

Allotments (Function Types) established in the General Fund (0100) will be setup with an associated
Object Type. For this example, assume Allotment (Function Type) 765B for Budget and Policy Analysis
also has the following breakout by Object Type:

Object Type 1 (Personnel) $600,000
Object Type 3 (Operating) $250,000
Object Type 4 (Grants, Loans and Benefits) $150,000
765B Budget and Policy Analysis Total: $1,000,000
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LEVEL 1 — APPROPRIATION (FUNCTION GROUP)
Appropriations
Fiscal Year 2006 Office of State Budget Director

Function Group — 765A
CAFR Fund Type — GNRL (General Fund)
Appropriation Total $2,055,200

LEVEL 2 — ALLOTMENT (FUNCTION TYPE)

765A Office of State Budget Director
Appropriation Total

Allotments

765B Budget and Policy Analysis
765C Economic Analysis

765D Policy and Research

Total Allotments

$2,055,200

$1,000,000
$655,200
$400,000
$2,055,200

Accounting transactions are recorded at the Function level which infers the Appropriation (Function
Group) and Allotment (Function Type). These relationships are discussed in the eMARS Chart of

Accounts class.

]
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Budget Balances and Controls

Budget balances and controls are used to determine if there is sufficient budget prior to an accounting
transaction posting. For the General fund, there are more controls than any other fund. For example, a
General Fund transaction will edit against the Appropriation control, Allotment controls and the Object
control. Restricted Funds will only edit against the Appropriation control and Allotment controls since
Restricted Funds are not budgeted at the Object level. The following is an explanation of these controls:

APPROPRIATION CONTROL
At the Appropriation level, the budget control is called Unobligated.

. Unobligated = Current Budget® — Encumbered — Cash Expenses* — Accrued Expenses®
Based on the formula above, calculate the Unobligated balance for the following:

Current Budget = $100
Pre-Encumbered = $25
Encumbered = $25
Accrued Expenses = $10
Cash Expenses = $50
Unobligated =
ALLOTMENT CONTROL

At the Allotment level, the budget controls are called Unobligated and YTD (Year-to-Date) Unexpended
Accrued. Expenditures and budget documents will edit against both of these controls while
encumbrance documents will only edit against the Unobligated control.

o Unobligated = Current Budget — Encumbered — Cash Expenses — Accrued Expenses
o YTD Unexpended Accrued = YTD Allotments’ — Accrued Expenses — Cash Expenses
Based on the formulas above, calculate the Unobligated and YTD Unexpended Accrued for the
following:
Current Budget = $100
YTD Allotments = $65
Pre-Encumbered = $25
Encumbered = $25
Accrued Expenses = $10
Cash Expenses = $50
Unobligated =
YTD Unexpended Accrued = ’

6

8

® Unobligated = $15

8 Unobligated = $15
° YTD Unexpended Accrued = $5

]
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OBJECT CONTROL

At the Object level, the Allotment budget control is called Unobligated. This Allotment control will be
used for the General fund only and is an annual value. Expenditure, budget and encumbrance
documents for the General fund will edit against this control.

o Unobligated = Current Budget — Encumbered — Cash Expenses — Accrued Expenses
Based on the formula above, calculate the Unobligated for the following:

Current Budget = $50
Pre-Encumbered = $5
Encumbered = $10
Accrued Expenses = $10
Cash Expenses = $5
Unobligated =

10

Assume the following for allotment GNRL-31-765B-765A-0100:

Allotment: GNRL-31-765A-765B-0100 $1,000,000
Quarterly Allotments: GNRL-31-765A-765B-0100 Quarter 1 $300,000
GNRL-31-765A-765B-0100 Quarter 2 $300,000
GNRL-31-765A-765B-0100 Quarter 3 $200,000
GNRL-31-765A-765B-0100 Quarter 4 $200,000
Total Quarterly Allotments $1,000,000
Object Allotments: GNRL-31-765A-765B-0100-1 $600,000
GNRL-31-765A-765B-0100-3 $250,000
GNRL-31-765A-765B-0100-4 $150,000
Total Object Allotments $1,000,000

'° Unobligated = $25

)
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It is currently the second quarter of the fiscal year, the available budget amounts are as follows:
Allotment Current Budget = $1,000,000
YTD Allotments = $600,000
Object Type 1 (Personnel) Current Budget = $600,000
Object Type 3 (Operating) Current Budget = $250,000
Object Type 4 (Grants Loans and Benefits) Current Budget = $150,000
Expenditures and Encumbrances to date are as follows:
Pre-Encumbered = $25,000
Encumbered = $55,000
Accrued Expenses = $15,000
Cash Expenses = $435,000
Allotment Level Budget Balances are as follows:
Allotment Level Unobligated = $495,000 (1,000,000-55,000-15,000-435,000)
Allotment Level YTD Unexpended Accrued = $150,000 (600,000-15,000-435,000)
Object Type 3 (Operating) Expenditures and Encumbrances to date are as follows:
Pre-Encumbered = $5,000
Encumbered = $10,000
Accrued Expenses = $5,000
Cash Expenses = $100,000
Object Type 3 (Operating) Budget Balances are as follows:
Object Type 3 (Operating) Unobligated = $135,000 (250,000-10,000-5,000-100,000)

A vendor has submitted an invoice for office supplies (E321) for $50,000 that will be paid for from the
General Fund. Can the vendor be paid?'' Why? To determine if there is sufficient budget to process the
payment, we must check the budget balances we discussed previously.

For the General fund, there are more checks than for any other fund. In the General fund, we must
determine if there is enough Unobligated at the Object level. In this example, the $50,000 is less than
the Unobligated balance for Object Type 3 ($135,000). Additionally, we must also determine if there is
enough Unobligated and YTD Unexpended Accrued balance at the Allotment level. In this example, the
$50,000 is less than the Allotment Unobligated ($495,000) and the Allotment YTD Unexpended
Accrued ($150,000). Therefore, the vendor can be paid.

Let’'s change the scenario. Assume that the vendor invoice is for $140,000 instead of $50,000. Can the
vendor be paid?'® Why? In this example, the $140,000 is less than the Allotment Unobligated
($495,000) and less than the Allotment YTD Unexpended Accrued ($150,000). However, the $140,000
exceeds the Object Unobligated balance ($135,000). Therefore, the vendor cannot be paid.

]
g cal dms 14 0f 78



eMARS 310 Operating and Management Budgets

What if we need to process an encumbrance for Print Shop Supplies (E319 — Object type 3) for
$130,000. Can the encumbrance be processed?'* Why? Encumbrance transactions edit against the
Unobligated balances only. In this example, the $130,000 is less than the Object Unobligated
($135,000) and less than the Allotment Unobligated ($495,000). What if the amount is $140,000, can
the contract be processed?' Why? The $140,000 is greater than the Object Unobligated ($135,000).

In funds other than the General fund, the budget balances to consider when processing an accounting
transaction are Unobligated and YTD Unexpended Accrued at the Allotment level.

The first exercise that will be completed later allows you to practice using the budget inquiry pages to
determine if sufficient budget balance exists prior to an accounting transaction posting.

]
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Exercise - Loq in to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

1. From the Login page, enter the following information:

Required Fields Values

User Name Enter the Student ID shown on your student card.
NOTE: User Names are case sensitive.

Password Enter the Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacamic
Password : I"‘“““““““““““““‘k

Copyright @ 1999, 2004.
American Management Systemns, Incorporated.
Al rights resenved.

Use of this software is subject to
AME license agreement.

AMS ADVANTAGES iz a

registerad trademar of
American Management Systermns, Incorporated.

Add AME ADVANTAGE to wour Favorites

The Home Page appears.
eMARS Home Page

T B B, Home Personalize Help Accessibility Logout
ADVANTAGE

Procurement — Bucoet £3 rable ahble  Cost Accounting

UAT Environment - FIN
+ Message Center
ko
Alerts
Broadoasts

¢ Administration

]
g cal dms 16 of 78



eMARS 310 Operating and Management Budgets

Budget Inquiries

Four inquiry pages are available in eMARS to break down these budget balances and look into the
individual transactions that make them up. They are:

Appropriation (BQ3LV1)

Allotment Program (BQ3LV2)

Allotment (link on the Allotment Program BQ3LV2 page)
Object Allotments (BQ3LV3)

Budget inquiry pages have links at the bottom of a page which allow the following:

Previous Level displays the previous level of the budget structure.
Next Level displays the next level of the budget structure

Allotments displays the quarterly allotments. This link is only available on the Allotment
Program (BQ3LV2) page.

Appropriation Summary opens the Appropriation Summary (ESUM3L1) page.
Allotment Program Summary opens the Allotment Program Summary (ESUM3L2) page.
Object Summary opens the Object Summary (ESUM3L3) page.

]
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Appropriation (BQ3LV1) Inquiry Page

Homse Personalize Help sibility Logout

LT

Procurement

Blucioet

Save Restart Save Al Cl T
Operating Budgets Appropriation

Injuiries: hlenu Quick Search

~ Approprigtion Inguiry (BE
Allgtment Inouiry (BESELYE

CAFR Fund Type | Cabinet | Function Group | Current Budget | Encumbered | Actual Expenses | Unobligated

[ Obisct Alctmert Inatiry I v 2006 GHRL 3 0304 §26,350,300.00 $0.00 $0.00 §28,850,900.00

| Aporopristion Summary (£ 2006 GHRL 31 030P §24,504,100.00 $0.00 $0.00 F24,504,100.00

Aliotment Surmmary (ESUk 2006 GHRL 1 ikt $19,010,000.00 $00.00 $0.00 $19,010,000.00

| Obiedt Alotment Summary 2008 GHRL 31 040 §13,736,000.00 $0.00 $0.00 $13736,000.00
Cash Balances (CHAL S

TR 2006 GMRL 3 045C $5,530,500.00 $0.00 $000  $5530,800.00

Mansdement Biidaets 2006 GMRL 3 OBEH 1,409 500 00 $0.00 $0.00  §1,409,500.00

2006 GHRL k1 0740 §15,458,500.00 $0.00 $0.00 §15458,500.00

2006 GHRL 31 082K $4,462,000.00 $0.00 $0.00  §4,462,000.00

First Prew Hexdt Last

Search sk
~*Budget Actuals

e IM— Q Unsommitted : IﬂQBBSDW
Pre-Encumbersd : IﬂiDDU— o Unobligated : IﬂiQBBSDW
Eoumbered: [§000 | R teecenesco [[PEES0G0000
focrued Expenses IﬂiDDD— 2, Unexpended foerued - M
Cash Expenses : |$DDD— Q
fetual Expenses : lﬂiDDD—

~wBudgeted Amounts
Adopted M Q Budget Reserve IﬂiBDD—
moctes: [§BD 9 Tanster 0t - [FEIBE b
Amendments |$DDD— Q; Transfer In : |$BDD— Qs
camy Forare [§00 D onieat puonet - [28 850 600,00
Fewersions : |$DDD— Q; Currerit Budget : M
Tatal Current LvL2 : [§28,880, 90000
Total Adopted LvL2 - [§2B.850,50000

~wGeneral Infformation

BFy : [2008 Name : 1304
CAFR Fund Type : IGNRL Manager: I
Cabinet: |31 =

Function Group:IDSDA Description

El
Active . W
House Bill Number : |
Start Date |D?'ID]I2_DDS
End Date : |D'5f30f2005
Top
- tdodified Budget Line Contrals Hext Level Appropriation Summary
4 v 4 | ol

)
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The Appropriation Inquiry Page provides information for Appropriation balances. Some of the key fields
are defined below:

Budget Actuals

Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

Actual Expenses = Accrued Expenses + Cash Expenses
Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Amendments = any changes that occur after the enactment of the Appropriations Bills
Current Budget = Adopted + Amendments

Total Current LVL2 = sum of Allotments

Total Adopted LVL2 = sum of Allotment amounts as enacted during the Allotment Request
process

]
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Allotment Program (BQ3LV2) Inquiry Page

Homse Personalize Help sibility Logout

Accounts LT

Procurement  Bucdget

Budget
Save Restart Sawe Al Cl

T RS Allotment Program

Injuiries hlenu Quick Search
Appropristion Inguiry (BEE

CAFR Fund i i Current Actual

~ Allotment Inguiry (BRELY: Tyne Budget Encumbered L Unobligated
Obiect Alotment Inuiry (E LiBe g P
T e v 2006 FDRL 39 7580 TEEC 1200 $1,000,000.00 §0.00 ($160.00)  $4,000,160.00
Allotment Summary (ESUR 2006 FORL 45 0754 0754 1200 1,000,000.00 §0.00 §0.00  $1,000,000.00
Chiect Allctment Summar 2006 FDRL 53 7285 TIEA 1200 $1,000,000.00 $0.00 $0.00  $1,000,000.00
s aE"a”ES CBALSG 2006 GHRL 31 0304 naoe o100 $28,850,900.00 $0.00 $0.00 328550,900.00
ey
e e 2006 GHRL 3 030p 0306 a0 §24 50410000 $0.00 F0.00 $24,504,100.00
Management Budgets
2006 GHRL k| 035 0354 0100 3 568,500.00 §0.00 F0.00  $3,568,500.00
2006 GHRL 3 0350 0350 0100 $4,739,700.00 $0.00 $0.00  $4,739,700.00
2006 GHRL 31 0354 035E 0100 $3,239,500.00 §0.00 $0.00  $3,239,500.00

First Prew Hext Last

Search Fh
~*Budget Actuals

Purshass Reservations : W Q Uncommitted ; W
Pre- Encumbered : Ia;DDD— oy Urnobligated ; W
Encumbered : W Q Unexpended Cash ; W

foorued Expenses : IﬂiDDD— T4 YTD Unexpended Accrued ; W
Caszh Expenses : W Q; Unexpended Accrued : W

Aetual Expenzes ; (Hi']EDDD)

~wBudgeted Ar

copteo: [fTOOOOOO GO0 D oot Resenve - [§300
Alocated : |$DDD— o Transter Out : W Q
Amendments |$DDD— Q; Transfer In : IﬂiDDD— Qh

Camy Fonuard ; |$DDD— O Original Budget : W

Rewersions : |$DDD— Q; LCurrert Budget : W

Total current LvL3: [iB0B.

Total Adopted LvL3 - [i00D

Total Allotted : [§T OO0 00000

¥TD Allotments : [f780 000D

~wGeneral Information

BFY : [2006 Marme IQDDE-FDRL-BQ-?SBD-?SBC-

IFDRL Manager: |
I =
Ii

Function Group ; [7580 Description

CAFR Fund Type

Cahinet

Function Type I?SBC Ll
Fund Type Ii,I 500 Active : v

House Bill Number : |

Start Date |

End Date : |

Top
- tdodified Budget Line Contrals Allotments Hewxt Lewel Previous Level Allotment Program Summany
4 | 2l

)
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The Allotment Program Inquiry Page provides information for Allotment balances. Some of the key
fields are defined below:

Budget Actuals

Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

Actual Expenses = Accrued Expenses + Cash Expenses

Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
YTD Unexpended Accrued = YTD Allotments — Accrued Expenses — Cash Expenses
Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations

Amendments = any changes that occur after the enactment of the Appropriations Bills

Current Budget = Adopted + Amendments

Total Current LVL3 = sum of the Object Type amounts

Total Adopted LVL3 = sum of the Object Type amounts as enacted during the Allotment
Request process

Total Allotted = sum of the quarterly Allotments
YTD Allotments = sum of the quarterly Allotments to date

]
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Allotments Inquiry Page

A D\" N T,A (_} E Homse Personalize Help Accassibility Logout

Bucloet &

Procurement

CeoLnting

Budget

Allotments

udgets
Injuiries hlenu Quick Search

Appropristion Inguiry (BEE

~ Allotmert Incuiry (BEELYE Function e Surent Encumbered Srl Unobligated
[ Ohet Aot hatiEE Group Budget Expenses
o v 2006 GHNRL 31 0304 0308 o100 1 §7,600,300.00 $0.00 $0.00 F7 500,300.00
Allotment Summary (ESUR 2006 GMRL 31 0304, 0308 0100 2 §717530000 $0.00 $0.00 $7.175300.00
Object Allotment Summary 2006 GHRL Y 0308 0308 0100 3 §7,175,30000 $0.00 $0.00 $7,175,300.00
Cash Balances (CBALSGL 2006 GHRL 31 0304 0308 0100 4 §6,900,000.00 $0.00 $0.00 $6,900,000.00

Capital Budnets

First Prew Mext Last
Management Budgets

Search L k
~*Budget Actuals

Furchase Reserations ; |$DDD— Uncommitted : W
Fre-Encumhered : |$DDD— Unobligated : W
Encumhered ; |$DDD— Unexpended Cash W
Accrued Expenses : |$DDD— Unexpended Accrued W
Cash Expenses: |$DDD—
Actual Expenses: |$DDD—

~wBudgeted Ar it

Adopted : W Budget Resenve : W
Allocated IﬂiDDD— Transfer Qut: W
Amendments |$DDD— Transfer In : W
Carry Foraard : Iﬂ;DDD— original Budget : W
Feversions I&;DDD— Current Budget W

Top
- Modified Budget Line Controls Budget Structure 3 Level 2

4 v 4] | 2

The Allotment Inquiry Page provides information for the quarterly Allotment balances. These balances
are quarterly amounts only and do not reflect any Year-to-Date or annual amounts.

)
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Object (BQ3LV3) Inquiry Page
Homse Personalize Help Accessibility Logout

Procurement Budget 2 2 Accounts

Budget
Save Restart Save Al Cl
Operating Budgets
Incjuiries: hlenu Quick Search

Appropristion Inguiry (BEE

Current Actual

Allctment Inouiry (BE3LWE Budget Encumbered Eibonsas Unobligated
~ Ohlect Alotmert Inauiry (E 2 L

T e e v 2006 GHRL 31 0304, 0308 o1on 1 28,027,000 00 $0.00 $0.00 $25,027,000.00
Allotmert Summary (ESUN 2006 GMRL 31 0304, 0308 0100 3 3,623,900 00 $0.00 FO0.00  F3,523,000.00
Object Miotment Summar 2006 GHRL 3 0304 0308 o100 4 $0.00 30.00 $0.00 $0.00
Cash Balances (CBALEG! 2006 GHRL 31 0304, 0308 0100 5 $0.00 $0.00 $0.00 $0.00
Capital Budaets 2006 GNRL Y 0304, 0308 0100 & $0.00 $0.00 $0.00 $0.00

Management Budgets s 5 x S
2006 GMNRL 31 0308, 0308 o100 7 $0.00 $0.00 $0.00 $0.00
2006 GRRL 3 030F 0300 o100 1 23,308,100 00 $0.00 $0.00 $23,308,100.00
2006 GHRL 3 n30F 300 o100 3 $1,186,000.00 $0.00 $0.00  $1,196,000.00

First Prew Mexdt Last

Search dh
~*Budget Actuals

T — W o) Uneommitted : IW
Pre-Encumbered : |$DDD— Q, Unobligated ; IW
Encurnbered : W 2, Unexpended Cash : IM
sooned Bxpences - [JOD0. | QX Unespended reenves - [§25,027 00000
Cash Expenses : I$DDD7 (&Y
#etual Expenses : IﬂiUUU—

~*Budgeted Amounts

sdopted: [§25,027 00000 % Budaet Feserve - [§0.00
Hlocated : |$DDD— 8 Transter Out ; IWDD— Q
pmenment=: [§00 A Tenstern: [§0.00 Q
Carry Forward : |$DDD— T Original Budget : IM
Reversins  [§00 | O coment busee : [§25,027,000.00

~wGeneral Information

BFY : 2008 Name : 0308
CAFR Fund Type ; IGNRL Manager: |
Cahinet: |§1 =]
Function Groug IDBDA Description
Function Type : IDSDB LI
Fund Type : ID1DD Adtive:; fiv]
H Bill Murnber :
S hi ouse Bill Numbar: |
Start Date : ID?’meDDS
End Diate : |DEBD.‘QDDE
Top
- hodified Budget Line Controls Previous Level Object Summary
] v 4 | B

)
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The Object Inquiry Page provides information for the Object Type balances. These balances are by
Object Type only. Remember that Object Type allotments exist for the General Fund only.

Budget Actuals

e Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

e (Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

e Actual Expenses = Accrued Expenses + Cash Expenses
e Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
e Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses
Budgeted Amounts
e Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations
e Amendments = any changes that occur after the enactment of the Appropriations Bills
e Current Budget = Adopted + Amendments

Search Tip — Add to Favorites

eMARS has functionality to save pages as favorites for easy reference. Favorites are covered in the
Intro to eMARS course. Using this functionality we can save the budget inquiry pages and the search
criteria as a Favorite by performing the following steps:

1. Click Page Search and enter the page code for the budget inquiry page you wish to view.

3 tage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

curement Budget 2 i

» Message Center
Search
o Page Search
Page Search
Document Catalog
infoddvantace

heny

Catagary | j
» Favorites .
» Administration Page Type: I 'l

Description :|

Page Code IBQB*

Bromse Claar

~ Funding Priority BO3ALN
Funclineg Line B2
Approptistion BOELYT
Allctment Program  BQELY2
Chigct B3LY3

First Prev Mext Last Open With [ata

]
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2. Open the page and enter the search criteria to view one of your active budget lines

2 http://kyadvuat.state.ky... |: E

X

CAFR Fund Type : IW

Cabinet: |31
Function Group : IF
Function Type : Iﬁ
Fund Type: W

Dk Clear Cancel

o Internet

3. Click OK.

2 AMS Advantage - Microsoft Internet Explorer

Help Accessibility Logout:

Unobligated

F101.00  §3,192,699.00

A DVANTAG E Homse Personalize
4 4 /
5 P ement  Budget ble Iritirc
| UAT Environment - FIN
|- =g Conlor Allotment Program
| Page Search Menu Quick Search
Document Catalog
infofdvantage Current Budget | Encumbered
| » History
i ~ 2006 GHRL kil TESA TESB 0100 $3,192,500.00 $0.00
| » Administration First Prew Mext Last
Search #B
wBudget Actuals

Purchase Reservations : ’ﬂiDDD— Q Uncommitted : W
Pre-Encurmbered : ﬁﬂ—uu— Q; Unobligated : m—
Encurnbered : ’$DDD— aQ Unexpended Cash : W
foomed Expenses : ﬁu—uu— Qy YTD Unexpended Accrued is_am_
Cash Expenses : 13;10100— Q Unexpended fecred : W

#fotual Expenses © WDU—

r PBudgeted Amournts 1

r bGeneral Informati |

Top
Modified Budget Line Controls Allotments Next Lewel Previous Level Alletment Program Summary

Field Level Help
Fage Help

Print Page
rMulti Sort

Add To Favorites

€] httpfkvadvuat state ky, usfuat finfadvantage/advantage/iavascript{:

@

 Internet
—

]
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4. Right click on the inquiry page displayed with your search criteria and click Add To Favorites.

Explorer User, Prompt

Script Prompt;

Enter a name for thig favorite:

Cancel

\AL-GF-Giov Off Pol Mami

5. Enter the name to assign to the favorites entry for this search criteria.
6. Click OK. A message displays indicating the favorite was added.

|ﬁ Wiew All (1 of 1) : The favorite was successfully added. |

7. Click Favorites in the secondary navigation panel to see the entry you just created.

- Favorites

Al -GF-zoy OFf Pal kot

8. Select this entry to open the inquiry page again with your search criteria already pre-populated.

’! ih\\\‘ A DVANT‘AGE Home Personalize Help Accessibility Logout

Welcom®, Rachelle Wilkins Procurement Accounts Pavable Accounts Receivable Budget CostAccounting

eMARS UAT

» Meszsage Center
v Search Allotment Program

» History

Menu Quidk Search

~ Favorites BFY | CAFR Fund Type | Cabinet | Function Group | Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
FU”_C‘t!U” First Prey MNext Last
Function Type
] : o —
Appropriation A hitp://kyadvuat.state.ky... (= |E|B|
Allotment -

i BFY: ||
AP Summary Uncommitted :
AL Summary CAFR Fund Type : |GMRL ,7

DObiect Summary Unobligated :
Walid Fund-Dept Cabinet: ]317
Function Group Unexpendsd Cash : ,7
Fund Reguirements Function Group : 7554
Capital AP
Capital RB Function Type : [T558
| CashBalances expenged Accrusd :
Accounting Journal Fund Type : |0100

Paid Procard Docs
Capital AL

Ok Clear Cancel

Procard Admin E 0 Internet ]

Accounting Template

AL-GF-Gov Dff Pol Mgmt - PGeneral Information |
Top

ied Budget Line Controls Allotments Next Level Previous Level Allotment Program Summary

» Administration

]
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Exercise 1 — Review Budget Inquiry Pages — Non General Fund
Scenario

Before processing payment documents, you need to review the budget inquiry pages to ensure
sufficient budget balances. A vendor has submitted an invoice for Data Processing Supplies (E331) for
$3,000. Using the allotment 2006-RSTD-31-030P-030T-1300, determine if the vendor can be paid.

Task Overview

For the Restricted Fund scenario, determine if the payment amount is less than the Allotment
Unobligated and Allotment YTD Unexpended Accrued.

Procedures

1. Click Allotment Inquiry (BQ3LV2) in the Operating Budget Workspace to open the Allotment
Inquiry (BQ3LV2) page.

2. Enter the following information on the Search pop up box:

Field Value
BFY 2006
CAFR Fund Type RSTD
Cabinet 31
Function Group 030P
Function Type 030T
Fund Type 1300

3 search o1

BFY :

CAF[R%Fund Type :
Cabinet :
Function Group :

Function Type :

11T

Fund Type :

Qk Clear Cancel

3. Click Ok.

]
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Allotment Program

Menu Quidk Search

BFY | CAFR Fund Type | Cabinet | Function Group | Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
~ 2008 RSTD 3 030P 030T 1300 224 400.00 50.00 $18 966.45 $5,433.55
First Prav Mext Last

S=arch sk
~wBudget Actuals
P ':1; Uncommitted |$5,¢13355

Q | oo - [55.433 55 |
Encumbsred : |$[][][] ':1; Unexpended Cash : |$2¢1,4[][][][]
fosrued Expenses - [§18,966 45 Q I"r’I'D Unexpended Accrued : |55 433 55 I
Cash Expenses |$[][][] ':1; Unsxpendad Accreed - |$5,¢13355
Actus| Expenses - |$18,955_45

 kBudgeted Amounts

 BGeneral Information

Medified Budget Line Controls Allotrments Mext Level Previous Level Allotrment Progrem Summary

Results of the inquiry search showing the Budget Actuals section. The two highlighted fields

(Unobligated and YTD Unexpended Accrued) are the budget balances used to determine if an
accounting transaction will post.

]
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Allotment Program

Menu Quidk Search

BEY | CAFR Fund Type | Cabinet | Function Group | Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
v 2006 RSTD 31 030P 030T 1300 524,400.00 50.00 $18,966.45 §543355

First Prev Mext Last

Sesrch i.;
 kBudget Actuals

~*Budgeted Amounts
asoptes - [§24.400.00 =
ieeztes : [§0.00 Q Q
tovensmess - [§000 a, Q
Cary Fonuars : [§0.00 3 Criinal Busas - [§24,400.00
Reversions - [§0.00 3 Curent Busaet - [§24.400.00
Total Current LVL3 |$[].UU
Total Adopted LVL3 : [50.00
Total Allotted - |$24,400.00
YTD Allotments : (524,400 00
r MGeneral Information
Top
Modified Budget Line Controls Allotments Mext Level Previcus Level  Allotment Program Summary

Budgeted Amounts section for the search results.

4. Review tbse budget balances on the Allotment Inquiry (BQ3LV2) page to determine if payment can
be made™.

"> Yes. The Unobligated and YTD Unexpended Accrued are both greater than $3,000.

]
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Exercise 2 — Review Budget Inquiry Pages — General Fund
Scenario

A vendor has submitted an invoice for Office Supplies (E321) for $50,000. Using the allotment 2006-
GNRL-39-7580-758H-0100-3, determine if the vendor can be paid? Review the budget balances using
the budget inquiry pages to determine if there is sufficient budget to process the payment.

Task Overview

For the General Fund scenario, determine if there is enough Unobligated at the Object level.
Additionally, determine if there is enough Unobligated and YTD Unexpended Accrued at the Allotment
level.

Procedures

Object Allotment Inquiry (BQ3LV3) Page

1. Click Object Allotment Inquiry (BQ3LV3) in the Operating Budget Workspace to open the Object
Allotment Inquiry (BQ3LV3) page.

2. Enter the following information on the Search pop up box:

Field Value
BFY 2006
CAFR Fund Type GNRL
Cabinet 39
Function Group 7580
Function Type 758H
Fund Type 0100
Object Type 3

<} Search - Microsoft Inte

=10 x|

BFY :

CAFR Fund Type :
Cabinet :
Function Group :
Function Type :

Fund Type :

i

Object Type :

Ok Clear Cancel

3. Click Ok.

)
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Cabinet

Function
Group

Menu Quick Search

Encumbered

Unobligated

Arerued Evpenzes ; |$3E|9?E

Caszh Expenses |$55|1 17 .62

Q,

Actual Expenses : |$58 Ad7 .40

v 2006 GMRL 39 TaE0 T58H 0100 5] F119,600.00 §5,460.00 56,427 .40 Fa7, 71260
First Prev Mest Last
Search &k
~wBudget Actuals
Purchase Reservations : |$I:|DI:| ':1; Uncommitted |$5,7' L1260
Pre- Encumbered ; |$|:|_U|:| a, Unobligated ; |57 712,60
Encumbered |$5 AB0.00 Q Unexpended Cash : |$53 482 35

Ol Unexpended fecned © |$53|1?25D

- wBudgeted Amounts

sdopted ; |§119 500,00

HMlocated :

[$0.00

Amendments |$I:|DD

Camy Forward : |$I:IEID

Reversions |$I:IDD

OO HH P

Budget Fieserve - [§01.00

Transter Out : |$|:|[|D

Transter In |$I:|DD

Original Budgst ; |$1 18 500,00

Currert Budget : |$'] 19 B500.00

Lo

r kGeneral Information

Top

Modified Budget Line Cantrals Previous Level Object Summarny

Review the Unobligated balance on the Object Allotment Inquiry (BQ3LV3) page to determine if

payment can be made'®. Next, determine if the payment can be made by checking the Allotment

Inquiry (BQ3LV2).

5. Click Previous Level from the bottom of the Object Inquiry page. This will take you to the Allotment

Inquiry page.

'® Yes. The Unobligated amount is greated than $50,000

)
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Allotment Program

henu Quick Search

Function

Cahinet Encumbered Unobligated

Group
-~ 2006 GhRL | T5E0 755H 0100 F13 600,300.00 F5,460.00 13,044 BOT A0 §550,232.90

First Frev Mext Last

Seach &k
~wBudget Actuals
Furchase Reservations : |$|:|_nu i, Uneommitted : |$550 232 50
Fre-Encumbered : |$|:|_nu i Unobligated : | $550 232 901
Encumbersd : |§5 450,00 = Unexpended Cash : |§556 002 68
foonied Expenzes |$309.?E€ 2, vTD Unexpended Accrued |$555 B92.90

o

Cash Expenses ; |$13.U44 297 32 Unexpended focrued : |$555 F92.90

£etual Expenses : [§13 044 507,10

~wBudgeted Amounts
sdopred : |$B00,300.00

Budaet Reserve |$I:I_I:IEI

Alocated : |$D,DI:I Transter Out : |$I:I_I:ID

[l

senendments : [§13,000,000.00 Tanster o ; [$0.00

Carmy Forward : |01 00 Driginal Budget : [ $E00,300.00

L OO H P

Feversions : [§00 00 Cument Budget : [$13 500,300.00

Total Current LvL3 : |$13 500 300.00

Total Adopted LYL3 : |[$600,300.00

6. Review t517e budget balances on the Allotment Inquiry (BQ3LV2) page to determine if payment can
be made’’.

'” Yes. The Unobligated and YTD Unexpended Accrued amounts are greater than $50,000

]
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Budget Summary Inquiry Pages

Three budget summary inquiry pages are available in eMARS to analyze budget expense summaries.
They are:

e Appropriation Summary (ESUM3L1)
e Allotment Summary (ESUMB3L2)
e Object Summary (ESUM3L3)

Just like the budget level inquiry screens, the Budget Summary pages allow you to view expense
information by performing simple queries against the data. The main difference between these 2 types
of inquiry pages is that the budget level inquiry screens shows expense totals for individual budgets
and the expense summary screens show expense totals for multiple budgets added together. If you
want to see expenditure totals across your entire Cabinet or across an entire budget fiscal year, this is
the screen you would go to. There are also links at the bottom of these pages that will allow you to
navigate back and forth between the budget inquiry screens and the expense summary screens. The
following pages illustrate what these summary screens look at.

]
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Appropriation Summary (ESUM3L1)

2l AMS Advantage - Microsoft Internet Explorer,

ADVANTAGE

rement  Buddget Arts Re ble LT =]

Budget
Save Restart Save Al C

Operating Budgets

Appropriation Summary

Ingjuiries
Appropristion Incuiry (B
Allotment Inouiry (BEELY
Ohiect Allatment Inguiry (E
~ Appropristion Summary (E
Allatment Surmmary (ESL
Chiect Allotmert Summary
Cash Balances (CHALSE
Capital Budgets
Management Budgets

Brovese Clear

BEE IQDDE

CAFR Fund Type lRSTD
I39

BFY | CAFR Fund Type | Cabinet | Function Group
v 2006 RETD eie]

Cahinet

Function Group

Detail

$103,551 80000 $0.00

Home Personalize Help Accessibility
Iritin
henu Quick Search
Unobligated

Current Budget | Encumbered | Actual Expenses | Unexpended Acerued

($10.00)

$103,891 61000 $103,891 51000

Logout

First Frev Mext Last

BFY | CAFR Fund Type | Cabinet | Function Group | Current Budget | Encumbered | Actual Expenses | Unexpended Accrued | Unobligated
¥ 2006 RSTD 34 0van F:36,716,500.00 F0.00 F0.00 F56,718,80000  §56,715,5800.00
2006 RSTD A 130% $3,197 700,00 F0.00 F0.00 F3,197, 70000 §3.197,700.00
2006 RETD 39 Tao0 F7,061 700,00 F0.00 F0.00 F7,061, 70000 F7061,700.00
2006 RSTD 349 T80 F2,196 400.00 F0.00 (F10.00) §2196 41000  §2 196 41000
2006 RSTD 34 580 $1,925 000.00 F0.00 F0.00 §1,925,000.00  F1 925,000.00
2006 RSTD 349 Taa0 $28,252,000.00 F0.00 $0.00 $29,252,000.00 $29,282,000.00
2006 RSTD 34 P $3,510,000.00 F0.00 F0.00 $3,510,000.00  $3:510,000.00
First Prew Mext Last
BO3LV1
< B
G 0 Internek
— —

Use this page to look up summary level budget information for appropriations.

)
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Save Restart Save Ml C

Operating Budgets
Ingjuiries
Appropristion Incuiry (B
Allotment Inouiry (BEELY
Ohiect Allatment Inguiry (E
Appropristion Summary: (E
+ Allotment Summary (ESL
Chiect Allotmert Summary
Cash Balances (CHALSE
Capital Budgets
Management Budgets

Allotment Summary (ESUM3L2)

2l AMS Advantage - Microsoft Internet Explorer,

ADVANTAGE

rement  Buddget

Allotment Program Summary

Home

Aritiracy

Personalize

Brovese Clear

BFv:[2008
CAFR Fund Type :I
Cabinet:l
Function Group W
Function Type l—
Fund Type : l—

Detail :

henu Quick Search

Encumbered

~ 2006 RETD $56,718,500.00

F0.00

$0.00

Help

Unexpended
Accrued

$56,718,300.00

ibility

Logout

Unobligated

$56,718,500.00

First Prew Next Last

Function Function Current

Unexpended

o T Budget Encumbered P Unobligated
¥ 2006 RSTD 0van a7as $i2 BT 60000 F0.00 F0.00 §2,697 60000 2,697 600.00
2008 RETD ovan 07oe $2,105,100.00 Fo.00 F0.00 210510000 §2103100.00
2006 RSTD [upg=ln] avac §38 510,000.00 F0.00 F0.00 §35,510,000.00  $35510,000.00
2006 RSTD ova0 avan §12 966 100.00 F0.00 F0.00 §12 966,100,000 $12 966 100.00
2006 RSTD [upg=ln] ovar F440,000.00 F0.00 $0.00 F440,000.00 F440,000.00
First Prev Mext Last
Bzl
£ 2
E 0 Internek
— —

Use this page to look up summary level budget information for allotments.

)
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Save Restart Save Ml C

Operating Budgets
Ingjuiries
Appropristion Incuiry (B
Allotment Inouiry (BEELY
Ohiect Allatment Inguiry (E
Approprigtion Summary (E
Allatment Summary (ESU
" Ohject Allotment Summary
Cash Balances (CHALSE
Capital Budgets
Management Budgets

Object Allotment Summary (ESUM3L3)

2l AMS Advantage - Microsoft Internet Explorer,

ADVANTAGE

Object Summary

rement  Buddget

Home Personalize

Aritiracy

@

Brovese Clear

BFY:

CAFR Fund Type :
Cahinet:
Function Group :

Function Type : 0308

Object Type
Detail :

l—
l—
l—
l—
Fund Type : l—
l—

henu Quick Search

Encumbered

Help ibility Logout:

Unexpended

P Unobligated

v 2006 0308 F28,850,900.00 F0.00 F000  §2885090000 $28,850900.00
First Prew Next Last
= Function Current Actual Unexpended &
Cabinet Eran Budget Encumbered Expenses P a— Unobligated
~ 2006 0308 1 25,027 ,000.00 F0.00 F0.00 $25,027,000.00 §25,027 000.00
2006 0308 3 $3,623,900.00 F0.00 $0.00 $3,523,900.00  $3,523900.00
2006 0308 4 $0.00 F0.00 F0.00 F0.00 $0.00
2006 0308 S $0.00 F0.00 F0.00 F0.00 $0.00
2006 0308 -1 F0.00 F0.00 F0.00 F0.00 F0.00
2008 0308 i F0.00 F0.00 F0.00 F0.00 F0.00
First Prew Hext Last
BQaLWE
£ 2
Done U 0 Internek
— —

Use this page to look up summary level budget information by object allotments.

)
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Search Tip — Multiple Values

In the search fields on the inquiry and summary pages, you may enter multiple values separated by
commas. For example, if you wish to see the information for two specific Allotments (Function Types)
you may enter 040A, 040B in the Function Type field and the search results will return the values for

both Allotment accounts.

B (=/e3

2l AMS Advantage - Microsoft Internet Explorer,

DVANTAGE

Home Personalize Help Accessibility Logout:

Procurement  Budget Acc

Budget Y
Save Restart Sawe Ml C
RO Allotment Program Summary

Ingjuiries

henu Quick Search

Appropristion Incuiry (B e s

Allotment Inouiry (BEELY
Ohiect Allatment Inguiry (E
Appropristion Summary: (E
~ Allotment Summary (ESL
Chiect Allotmert Summary
Cash Balances (CHALSE

| Capital Budgets

BFY: |2005
CAFR Fund Type :
Cahinet:

Function Group :

Management Budgets

Fund Type :

I—
l—
I—
l—

Function Type lm
l—

Detail :

Current Unexpended Unobligated

Budget ErESmEEres Accrued

0404 $2,758,000.00 F0.00 $0.00

v 2006 §2,768,000.00 §2,758,000.00

2006 0408 §5 500 00000 $0.00 F0.00 Fi5,500,000.00  §5 500 000.00
First Prev Mext Last
F:r:::on e Encumbered Ur::::;:ed Unobligated
~ 2006 0408 o100 §2,770,000.00 $0.00 $0.00 F2,770,000.00 $2770,000.00
2006 0404, 1300 $1:,000.00 $0.00 $0.00 $1800000  $15,000.00
First Prew Mext Last
BOzLWE

|»e
@

0 Inkternek
—

<
&)

)
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Exercise 3 — Review Expense Budget Summary Pages
Scenario

Use the Expense Budget Summary page to view summaries of Expense Budgets. The page
aggregates individual budget lines across any combination of budgeted chart of accounts elements.
The level of summarization is determined by the search criteria that you enter.

Task Overview

You will open the expense budget summary pages and perform a query. You will also choose a level of
detail by which the high-level summary may be further broken-down. The resulting detail lines will be
displayed in the grid below the high-level summary. You can select one of the resulting detail lines and
click the Budget Inquiry link to transition to the Expense Budget Inquiry page and view all the expense
budget lines that were summarized into the detail line on the Expense Budget Summary page.

Procedures

Appropriation Summary (ESUM3L1) Page
1. Click the Budget Workspace link on the eMARS Home page.

<2 AMS Advantage - Microsoft Internet Explorer,

D“ANTAAGE Personalize Help Accessibility Logout

Procurement Budget Ac

| Save Al Close A
: Dperating Budgets m -~ Operatlng BUdQEtS
| Inouiries: Menu

Capitsl Budgets This area contains the inquiries used to manage operating budgets.
Management Budgets

= Inquiries
Thiz section contains inquiries used to wiew appropriation, alletment, and cash balances for operating funds,

Appropriation Inguirg (BA3LYY
Allotment Inquin (BRELWEY

Object Allotment Inguing (BRILWEY
Appropriation Summany (ESUMZILAY
Allotment Summan (ESUMILE)
Object Allotment Summary (ESUM2L2Y
Cash Balances (CBALSQY

D 0 Internet

]
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2. Click Appropriation Summary (ESUM3L1) in the Operating Budgets Workspace to open the
Appropriation Summary (ESUMB3L1) page.

3. Enter the following information:

Field Value

BFY 2006

CAFR Fund Type ROAD
Cabinet 35

Function Group Leave blank
Detall Leave blank

Click Browse.

dvantage - Microsoft Internet Explorer

DVAANTAAGE Personalize

Budget  Accounts Receivable

Help  Accessibility  Logout

Procurement

Budget
Save Restart Save M1 C
Dperating Budgets
Ingjuiries:
Appropristion Inouiry (BEE Browss Clear
Allotrnent Inguiry (BEELY,

| Oblect Allotment Incuiry (& orv poos

“%%Ln—i:m% CAFR Fund Type iﬁo_,&_[)—

% Eg;ﬂ?é Cahinet: !35—
Capila Budlgets Function Group : l—

| Management Budgets

Appropriation Summary

heny Quick Search

Unexpended

Function

Ceon Current Budget | Encumbered Abirued Unobligated
¥ 2006 ROAD 35 $1,108370,10000  $214,499.80 F106,010.41 $1,108,164 089.59 §1,107 949 58979
First Prev Hext Last
il el Current Budget | Encumbered M ] Unobligated
Type Group Accrued
v 2006 ROAD 35 $1,108,270,100.00  §214 49980 $106,010.41 $1,108,164 089.58  §1,107 949 58979
First Frew Mext Last
Bz
< >
@ Done D ® Internet

4. Review the data on the Appropriation Summary (ESUM3L1) page.

5. Now, change the Detail drop down to select Function Group. Click Browse. This will display the
expense budget summary for Cabinet-35, CAFR Fund Type-ROAD by Appropriation.

]
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Home Personalize Help Accessibility Logout

ement  Budoget 0 £ 0L ritircy

Budget
Save Restart Sawve Al C

| Dperating Budgets 1 Appropriation Summary

Ingjuiries: Meny Quide Search

Appropristion Inouiry (BEE Browse Claar
Allotrnent Inguiry (BEELY,

Object Alotrment Inguiry (F BFY: 12006

~ Appropristion Summary (E
Allotment Summary (ESUL CAFR Fund Type @ iROAD

Cash Balances (CBALSQ Cabinet: !35
Capital Budgets :
Function Group l

Management Budgets

Detail

Function Unexpended

Group Current Budget | Encumbered Abirued Unobligated
¥ 2006 ROAD 35 $1,108370,10000  $214,499.80 F106,010.41 $1,108,164 089.59 §1,107 949 58979
First Prew Mext Last
mﬂnd FE;" Current Budget | Encumbered Ur::::r:r;:ed Unobligated
v 2006 ROAD 35 35C0 $229,080,600.00 $0.00 $0.00 $229,080 600,00 $229,050,600.00
2006 ROAD 35 35F0 F625 672 600.00 $0.00 F31,710.41 $625,640,859.59 $E25 640,589.59
2006 ROAD 35 350 $15,595,000.00 $0.00 $0.00 $15,895,000.00  §15,895,000.00
2006 ROAD =5 35HO F166,540,900,00 $0.00 $0.00 F166,540,900.00  F166 540,500.00
2006 ROAD 35 FEK0 F66,530,000.00 214 49930 $74,300.00 66,455 700.00  §EE 241 20020
2006 ROAD 35 35M0 $4,248,000.00 $0.00 $0.00 $4,24500000  §4 245 00000
First Frew Mext Last
Bz
< >
@Done D 0 Inkernet

Access the Allotment Summary (ESUM3L2) Page

1. Click Allotment Summary (ESUM3L2) in the Operating Budgets Workspace to open the Allotment
Summary (ESUM3L2) page.

2. Enter the following information:

Field Value

BFY 2006

CAFR Fund Type RSTD
Cabinet 54

Function Group Leave Blank
Function Type Leave Blank
Fund Type Leave Blank
Detail Function Type

3. Click Browse.

]
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3 AMS Advantage - Microsoft Internet Explorer

’/ Ih\\. . DVANTAGE Personslize  Help sibility  Logout

ert  Budget i 1 4 bl rtine

Budget
Save Restart Save M1 C
Dperating Budgets
Ingjuiries:
Appropristion Inouiry (BEE Browse Claar
Allotrnent Inguiry (BEELY,

Object Alotrment Inguiry (F BFY: IQDDB
Appropristion Summary (E
IRSTD

" Allgtment Summary (ESU CAFR Fund Type
54

Ohiect Allotment Summary l—

Allotment Program Summary

heny Quick Search

Cash Balances (CBALSQ Cabinet
Capital Budgets

Management Budgets Function Group

Function Type
Fund Type

Dretail

[ ¥

Current Unexpended

Encumbered

Budget Acerued LHERIERLEH

~ 2008 RSTD a4 $93,568,700.00 F0.00 F36,083.00 F93,530 51500 §93 530 615.00
First Prew Mext Last

‘é:::::‘ Encumbered u"::::::rd Unobligated
~ 2006 RSTD a4 000 Fa00,000.00 F0.00 F3,083.00 F296,515.00  F296,915.00
2006 RSTD 54 008 FE0,000.00 F0.00 F0.00 FE0,000.00 $E0,000.00
2008 RETD ad S00C $:53,000.00 F0.00 F0.00 $:53,000.00 $53,000.00
2006 RETD a4 S00D F180,000.00 $0.00 $0.00 $180,000.00  $180,000.00
2006 RETD 3 S00E F3a0,000.00 F0.00 F0.00 $350,000.00  F350,000.00
2008 RETD a4 S00H F2,500,000.00 F0.00 F0.00 F2,500,00000 F2,500 000,00
2006 RSTD 54 S0ZE F723,500.00 F0.00 F0.00 F723,500.00 F723,500.00
2008 RETD a4 S150 $6,783,200.00 F0.00 F0.00 $6,763,20000 $6,783,200.00
2006 RETD a4 5200 $4 953 60000 F0.00 F0.00 $4 95360000 4,953 600.00
i 2006 RETD ad S20C F3a6 500.00 F0.00 F0.00 $356,800.00  F356,600.00
™|  First Prev Next Last
4 BQ3LV2
@ Done G 0 Inkernet

4. Review the data on the Allotment Summary (ESUM3L2) page.

5. Click the BQ3LV2 link at the bottom of the Allotment Summary page. This will open the Allotment
Program Inquiry page.

)
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Personalize Help Accessibility Logout

ArtinG

Budget
Sawe Restart Sawe Al C
Dperating Budgets

Inouiries heny Quick Search
Appropristion Inouiry (BEE
Allgtmert Incuiry (BESLYS Function Current Eniumbered Unexpended

Cbject Allotment Inouiry (F = Group Budget Accrued
Approprigtion Summary
[+ Allgtment Summary (ESUK v 2006 RETD 54 5004 5000 1300 $300,000.00 F0.00 $3,083.00 $286915.00  F296,915.00

Unobligated

Object Allotment Summary First Prev Next Last
Cazh Balances (CEALSG
Capital Budgets
| Management Budgets

Search bk
~*Budget Actuals

Purchase Reservations : I$DDD— 8 Uncommitted : W
pemombered: [§O.00 b tnovigated : [§296.916.00
Bombered - [000 R Unexpenced cash - [§256.916.00
Froned Expenses ; ED-ED__‘ 4 YTD Unexpended Accrued : W
Cash Expenses : W ) Unexpended Aecrued ; W

fowal EBpences - [f3 085,00

r BBudgeted Amounts 1

r bGeneral Information 1

Tap
Modified Budget Line Controls Mext Lewvel Prewious Level Allotments
OK| Cancel |
e
4
@Done D 0 Inkernet

Access the Object Allotment Summary (ESUM3L3) Page

1. Click Object Allotment Summary (ESUM3L3) in the Operating Budgets Workspace to open the
Object Allotment Summary (ESUMB3L3) page.

Enter the following information:

Field Value

BFY 2006

CAFR Fund Type GNRL
Cabinet 39

Function Group Leave Blank
Function Type Leave Blank
Fund Type 0100

Object Type Leave Blank
Detail Object Type

]
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Personalize

Buicoet L 3 rtine

Budget
Save Restart Save MIC
Dperating Budgets
Ingjuiries:
Appropristion Inouiry (BEE
Allotrnent Inguiry (BEELY,

Object Summary

heny Quick Search

Browse Clear

Object Allatment Inguiry (E BFY:

Approprigtion Summary

Allotment Summary (ESUL CAFR Fund Type © |GNRL
~ Ohbject Allotment Summary

Cash Balances (CBALSQ Cahinet: |39
Capital Budgets

Management Budgets Function Grou:

Function Type ;
Fund Type : (0100
Object Type :
Detail

IWWﬂ

Function | Function | Fund Il Current Unexpended
Encumbered
Budget Accrued

Cabinet

Unobligated

~ 2006 GHMRL 33 0100 $440,412 10000 $3937980 $13260015.59 F427 15203441 F427 112,704 B1
First Prew Mext Last

Cahbinet Dallafenbiletns ebld L Encumbered e Unobligated
Budget Accrued
2006 GHNRL 38 ofoo A F111 11050000 FOO0 F12955179.70  F95122320.30  $95122,320.350
2006 GMRL 39 oo 3 $45 B34, 70000 $39,379.80 $271,835.80  $48. 41286411  $48373,484.31
2006 GMRL 39 o0 4 F5,402,500.00 F0.00 $0.00 $5,402,500.00 $5,402,500.00
2006 GHRL 39 o0 3 F275 214 40000 F0.00 $0.00 $275,214,400.00 $275,214,400.00
2006 GMRL 39 oon g8 F0.00 F0.00 F0.00 F0.00 Fo.00
2006 GHRL 39 oioo 7 $0.00 $0.00 F0.00 F0.00 F0.00
First Prev Mext Last
— ' BR3LW3
bl
@ Done G ® Internet

3. Review the data on the Object Allotment Summary (ESUMB3L3) page.

)
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4 — Management Budgets

Management Budgets are a more specific breakdown of an agency’s operating budget and may use
any of the available chart of account elements, not just those allowed for Appropriations and
Allotments. They provide the capability to record financial goals and expectations. Financial goals and
expectations can be recorded for both expenditures and revenues. They are not used by the financial
system to edit transactions but rather are used to produce reports at levels lower than Appropriations
and Allotments. Management Budgets are established and used strictly by each agency’s individual
management and staff.

A Management Budget can be built for the entire fiscal year, for fiscal quarters, or for fiscal months.
Generally, Management Budgets are established as yearly. They can be Expense or Revenue
Budgets. The definition of Management Budgets is completely flexible, as the structure and level of
detail may vary according to the needs of the Management Budget process. Any reports that compare
actual against Management Budgets can be summarized to the level where the two are consistent.
Remember, Management Budgets differ from Appropriations and Allotments in that they do not impose
any control over spending or revenue collection.

Management Budgets are created by the Management Budget (OB1) document. Management Budget
documents do not update any tables, and the Management Budget data is not available for online
inquiry.

With eMARS, agencies have the option to enter their Management Budgets directly into eMARS as a
Management Budget document (OB1) or to a predefined Excel spreadsheet. The spreadsheet includes
a macro to generate an XML file that is loaded to eMARS through an interface. Once loaded to eMARS,
agencies can review the loaded OB1 documents, make corrections and updates, and apply final
approvals. The transactions will then be loaded to the data warehouse and will be available for
reporting purposes.

The Management Budget Excel spreadsheet is available on the eMARS website:
http:/finance.ky.gov/internal/emars/forms/.

]
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5 — eMARS Management Budget Spreadsheet and Approvals

The eMARS Management Budget spreadsheet allows you to enter your Management Budget data into
an Excel spreadsheet and includes a macro to generate an XML file that is interfaced to eMARS.

A | B | ¢ | D | E ] F | G | H] [ J K] L | ™
1 |eMARS Management Budget Spreadsheet Generate XML |
5 After entering all the accounting line information into the spreadsheest, click the "Generate ¥ML" button to create the export file to be
Sub Sub Sub
Budget FY |Budget Plan Type (Plan Amount Fund (Fund |Dept [Unit |Unit [Function [Function
5 |Record Humber [{Req. 4} |Type (1) Indicator (1) |Period (2) |(Req. 14, 2} {4 {4 {3) {4 {4 {4 {4
G
7
' wlol p [ @ [R[s [T [u | v [ w [ x|y [ 7 |
Sub |Revenue |Sub Sub Sub Sub Dept (Dept
Object (Object |Source (Revenue |Activity (Activity |Location [Location |Reporting |Reporting |Object |[Revenue |Appropriation
(d) (4) (4} Source (4) {4} (4} {4) (d) Code (10} |Code (4} [{4) (d) Unit {9)
AA | AR | AC | AD | AE | AF
Sub
Program Program |Task |[Task Order Task
{10} Phase (6) |Period {6) |{4) {6} ()

To complete the eMARS Management Budget spreadsheet follow the instructions below:

1. Open the eMARS Management Budget spreadsheet in Microsoft Excel. Note: The first time you
access the spreadsheet you may be required to change your security settings. To change the
security settings, open the Tools menu and click Options. Click the Security tab and then click the
Macro Security button. Click the Medium radio button and click OK. Close and re-open the
spreadsheet.

2. Click Enable Macros.

]
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© N o o &

Complete the following fields:

REQUIRED
e Budget FY — enter the Budget Fiscal Year

e Budget Type - select the appropriate code from the drop down box. Y/y = Yearly, Q/q =
Quarterly and M/m = Monthly

e Plan Type Indicator — select the appropriate code from the drop down box. E/e = Expense, R/r =
Revenue

e Plan Period - enter the plan period for the transaction:
o Yearly budgets enter a ‘1’

o Quarterly budgets enter a ‘1’ for the first quarter, ‘2’ for the second quarter, ‘3’ for the
third quarter and ‘4’ for the fourth quarter

o Monthly budgets enter the fiscal month 1 through 12
e Dept — enter the Department code
e Unit — enter the unit code
e Amount — enter the amount

OPTIONAL
¢ Fund — enter the fund code
e Function — enter the function code

e Object — enter the object code if this is an expense budget. Hierarchies of objects such as
object class or object type cannot be entered. You can report both budgets and actuals at the
various hierarchies of object code. So, if you don’t want to budget by object but want to budget
by object class, select one object in the object class and use it as a substitute for the object
class.

e Revenue Source — enter the revenue code if this is a revenue budget
Enter data in any of the remaining field’s necessary based on your chart of accounts needs.

Open the File menu and click Save.
Select the file location where you want to save the spreadsheet. Name and Save the spreadsheet.
Click the Generate XML button next to the spreadsheet header.

Select the location where you want to save the spreadsheet and name the XML file. The name can
be the same as the name you assigned the spreadsheet. Do not change the file type. A Progress
Bar displays.

When the XML file is completed, the Progress Bar automatically closes.

]
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The following is an example of a completed eMARS Management Budget Spreadsheet:

A | 8 [ ¢ | D | E ] F | | H] [ g k| L [ s [N
1 |eMARS Management Budget Spreadsheet Generate XML
5 After entering all the accounting line information into the spreadsheet, click the "Generate XML" button to create the export file to be
Sub Sub Sub
Budget FY |Budget Plan Type |Plan Amount Fund [Fund |Dept |Unit (Unit  (Function [Funetion |[Object

5 |Record Humber |(Req. 4 [Type (1) Indicator (1) |Period {2) |(Req. 14, 2} {4 (E}] {3) {4 {4) {4 {4} {4
| 6 | 1 2006 Y E 1 335600 0100 765 0OSED GOFM E111
| 7| 2 2005 Y E 1 1800 0100 765  OSEBED E0OFM E115
| G | 3 2006 Y E 1 10000 0100 765 0SBD GOPM E119
ER 4 2006 Y E 1 31000 0100 765 0SBD GOPM E14
| 10 | 5 2006 Y E 1 28200 0100 765 0O=BD GOPM E122
| 11 | [ 2006 Y E 1 23000 0100 765 0SBD GOPM E123
| 12 | T 2006 W E 1 200 0100 765 0SBD GOPM E124
| 13 | 8 2006 W E 1 GO0 0100 765 0SBD GOPM E131
i 9 2005 by E 1 84700 0100 765 0SBD GOPk E14R
E 10 2005 by E 1 1800 0100 765 0SBD GOPk EZ212
| 15 | 11 2005 Y E 1 300 0100 765 0OSED GOFM B2
| 17 | 12 2005 Y E 1 4600 0100 765  0OSED GOFM E224
| 15 | 13 2005 Y E 1 7000 0100 765 0OSED GOFM B2
| 19 | 14 2005 Y E 1 1500 0100 765  OSEBED E0OFM E251
| 20 | 15 2006 A E 1 o000 0100 765 0SBD GOPM E2A5
| 21 | 16 2006 Y E 1 2200 0100 765 0SBD GOPM E2B1
| 22 | 17 2006 Y E 1 1800 0100 765 0SBD GOPM EZR3
| 23 | 13 2006 Y E 1 100 0100 765 0O=BD GOPM EZR4
| 24 | 19 2006 Y E 1 1400 0100 765 0SBD GOPM EZ71
| 25 | 20 2006 W E 1 Fe00 0100 765 0SBD GOPM EZ81
| 26 | | 2005 by E 1 200 0100 765 0SBD GOPk EZ84
i 22 2005 by E 1 5000 0100 765 0SBD GOPk E294
ﬁ 23 2005 by E 1 300 0100 765 0SBD GOPk E300
| 29 | 24 2005 Y E 1 2700 0100 765 0OSED GOFM E321
| 30 | 25 2005 Y E 1 2500 0100 765  0OSED GOFM E330
| 31 | 26 2006 Y E 1 s00 0100 765 0OSED GOFM E3N
| 32 | 27 2005 Y E 1 1100 0100 765  OSEBED E0OFM E346

33 23 2006 A E 1 2000 0100 765 0SBD GOPM E350
[
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10. Log in to eMARS and open the Budget Workspace.

AMS Advantage - Microsoft Internet Explorer

Home Personalize Help ssibility Logout

ement  Budget _ ayable O LIritinG

Budget
Sawve Al Close =
Operating Budgets operatlng BUdQEtS
Inguiries Menu
Capital Budnets
Management Budgets

Thiz area contains the inquiries used to manage operating budgets.

¥ Inguiries
Thiz zection containg inquiries used to wiew appropriation, allotment, and cash balances for operating funds.

Appropriation Inguiry (BR2 LYY
Allotment Inguing (BOZLWEY

Object Allotment Inguiry (BO3LWIY
Appropriation Summary (ESURM2L1
Allotment Summary (ESUMILEY
Object Allotment Summarny (ESUMILEY
Cash Balances (CBALSM

11. Click Management Budgets in the Budget Workspace.

ADVANTAGE .

Buciget

Personalize Help Accessibility Logout

Procurement Lnting

Sawve Al Close

Oncrating Binets Management Budgets

Capital Budgets Menu

Management Budgets
Documerts

OB Interface Manager

Thiz area includes the document used to establish or modify 3 management budget.

¥ Documents
Thiz zection contains the document used to establizh or modify a management budget. Management budgets can be establizhed
uzing amy chart of account elements. Management budget reparts can be generated from Infofdvantage.

Management Budget (OB13

b OB1 Interface Manager |

This section allows uzers to interface the Management Budget Excel spreadsheet.

12. Expand the OB1 Interface Manager section and click Interface Control Manager (INTCM).

]
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AMS Advantage - Microsoft Internet Explorer 0
Home Personalize Help Accessibility Logout
ADVANTAGE
Procurement Budget Accounts Receivable hle i
| UAT Environment - FIN
» Message Center
| g Interface Content Manager
|~ Search -
Pane Search hlenu Quick Search
I¥| = 2 z z =
i?g:zj;dmzﬁ:lo Interface Id File Name Create Timestamp | PDI Status Indicator | File Indicator
InfoAdvantane
|» History ~ Management Budget  Management Budget_03242006_113138xml 032402006 11:31:38  N& '
» Favorites Management Budget  Management Budget_2172006_153645 2MTI2006 15:36: 45 [, 3
|* Administration Management Budget  Management Budget_332006_102555 30852006 1002555 [ il
Management Budget  Management Budget 332006 _102522 382006 10:29:22 [, b

First Prew Mext Last

Dowenload Hold Release Search

Interface Id : iManagement Budget

Drescription IOSEID tanagerment

File Marme : iManagement Budget_03242006_113

Archive File Mame IManagement Budget_03242006_113

File Indicator ;Y

PDI Status Indicator : [RA

Create Timestamp : [03/24/2008 11:31:38

Create User D Irwilkins

Last hodified On - [03/24/2006 11:31:38

Last Madified By : [rwilkins

Upload Files Page

2| Done G 0 Internek
— —

13. Click the Upload Files Page link.

‘A DVAAN T,AG E Home Personalize Help A ibility Logout

Budoet 0 A ! = urtinc

Budget -
Save Restart Sawve Al Tl =

Operating Budgets Upload F“es Page
Capital Budnets
AL e Cancel Upload File
Documents
0BT Interface Manager Interface Id: I
~ |rterface Cortrol Mancer |

Menu Quick Search

Descriptian :|

Attachrment File :| Browse... |

14. Select the Interface ID assigned to your agency for Management Budget interfaces and enter a
description of the file in the Description field.

15. Click the Attachment File Browse button to select the saved XML file.

]
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Upload Files Page

Cancel Upleoad File

henu Quick Search

Interface Id : [Management Budget

Description |Agency 765

Aftachment File Is and Settings\Eric ThibodeauwdDesktop! ol =y |

16. Click Upload File.

Interface Content Manager

Interface Id

+  Management Budget Management Budget_2172006_153645 201 72008 15:56:45 A, M

Menu Quick Search

File Name Create Timestamp | PDI Status Indicator | File Indicator

First Prew Mext Last

Download Hold Release Search

Interface Id
Description
File Matne

Archive File Mame

Create Timestamp
Create User 1D
Last Modified On
Last Modified By

Upload Files Fage

File Indicatar

PDI Status Indicatar

: |Management Budget

: |Agen|:y 765

; |Management Budget 21720061536

: |Management Budget_2172006_1536
’Ni

A

: |2f1?f2EIEIE 15:36:45

* |rwilking

: |2f1?f2EIEIE 15:36:45

* |rwilking

17. Your Management Budget file has now been loaded to the server for the next nightly run. The
results of performing these steps will load your Management Budget information to eMARS in the
form of an OB1 document.

The next business day, you will be able to open the loaded OB1(s) in eMARS, then review and submit

the document(s)
point.

. Your department’s workflow rules will determine the flow of the document from this

)
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Exercise 4 — Complete the eMARS Management Budget Spreadsheet
Scenario

Your agency is using the Management Budget spreadsheet to enter Management Budget information
into eMARS. You will access the spreadsheet to enter your Management Budget information.

Task Overview

Access the Management Budget spreadsheet from the eMARS website and enter the data supplied.
Follow the steps to generate the required XML file and load the file to the eMARS server.

Procedures

1. Access the eMARS Management Budget Spreadsheet from the eMARS website at
http://finance.ky.gov/internal/emars/forms/.

2. Enter the following information for all rows:

Management Budget Spreadsheet Value

Record Number Protected - Leave blank
Budget FY 2006

Budget Type Y

Plan Type Indicator E

Plan Period 1

Fund 1301

Dept 765

Unit OSBD

Function BACO

3. Enter the following object and amount information:

Management Budget Spreadsheet — Object Management Budget Spreadsheet - Amount
E111 400000

E121 32000

E122 29200

E123 24000

E124 300

E212 4600

E224 5000

E321 1000

E381 30000

]
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Open the File menu and click Save.
Select the file location where you want to save the spreadsheet. Name and Save the spreadsheet.
Click the Generate XML button in the upper right hand corner of the spreadsheet.

Select the location where you want to save the spreadsheet and name the XML file. The name can
be the same as the name you assigned the spreadsheet. Do not change the file type. A Progress
Bar displays. When the XML is completed, the Progress Bar automatically closes.

8. Open the File menu and click Close.

N o g &~

Home  Personalize  Help  Accessibility  Logout

PSS  ADVANTAGE

Welcome, Rachelle Wilkins Budget Procurement Accounts Receivable

Accounts Pavable  Cost Accounting

Save All Close
T Management Budgets

Capital Budgets L=ny
Hanagement Budgets This eres includes the document used to establish or modify 8 management budgst.
Documenis
0B1 Interface Manager
r ¥ Documents
This section contains the decument used to establish or medify 8 management budget. Management budgets can be established using any chart of account elements.

Mansgement budgst reperts can be genarsted from InfoAdvantage

Management Budget [OB1)

Interface Manager:
tarfacs the Management Budget Exos| spreadshast

%081
Thi:

Interface Control Manger (INTCM)

9. Log in to eMARS and click the Interface Content Manager link in the Management Budget
Workspace

]
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Interface Content Manager

henu Quick Search

Imterface Id | File NHame | Create Timestamp | PDI Status Indicator | File Indicator

First Prew Mext Last

Coovwnload Hold Release Search

Interface 1d :

File Mame :

|
Description : |
|
Archive File Mame : |

File Indicatar :

PO Status Indicatar

Create Timestamp :

Last Modified On :

|
|
Create User D |
|
|

Last Modified By

|Navigatiu:un to Upload Files F‘agel

10. Click on the link at the bottom called Upload Files Page.

Upload Files Page

Menu Quick Search

Cancel Upload File

Interface Id ; |Management Budget

Description |Agency 7|

Aftachment File :| |[ Browse...

]
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11. On the Upload Files page, select Management Budget as the Interface ID and fill in a description
like the one above. Note: For Production, you will select the Interface ID that has been assigned to
your Department.

12. Click the Browse button to the right of the Attachment File box.

Upload Files Page

Menu Quick Search

Cancel Upload File

Interface Id ; |Management Budget

Description : |Agency b5

Atachiment File © 5 and Settingsh\Eric ThibodeawdDeskiop\Eaauel=yEdl

13. Select the saved XML file from the previous steps.

Upload Files Page

Menu Quick Search

Cancel

Interr|h-'15|nagement Budiget

Description |Agenc3,r /B4
Attachment File 5 and Settings\Eric ThibodeawdDeskioph765_0B1 xml

14. Click Upload File.

]
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Interface Content Manager

Menu Quick Search

Imterface Id File Name Create Timestamp | PDI Status Indicator | File Indicator

+ Management Budget Management Budget_2172006_153645 201 772006 153645 M2, I
First Prev Mext Last

Coowunload Hold Release Search

Interface Id: |Management Budget

Description : |Agency 765

File Mame : [Management Budget_2172006_1536

Archive File Name : [Management Budget_2172006_1536

File Indicator : |k

PDI Status Indicator : [HA

Create Timestamp |2f1 72006 15:36:48

Create User 1D |rwi|kin5

Last Modified On : [2/17/2006 15:35:48

Last Madified By : |rwilkins

Upload Files Page

15. Your Management Budget file has now been loaded to the server for the next nightly run. The
results of performing these steps will load your Management Budget information to eMARS in the
form of an OB1 document.

]
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6 — Management Budget Document

When the eMARS Management Budget Spreadsheet is interfaced with the system, eMARS
automatically creates Management Budget (OB1) documents to load the information in the system.
Agencies can also manually enter the OB1 document rather than complete the spreadsheet.

Management Budget Spreadsheet to OB1 Document Crosswalk

Management Budget Spreadsheet

Management Budget (OB1) Document Field

Record Number NA
Budget FY BFY
Budget Type Event Type (Budget Type + Plan Type indicator maps

to event type)

Plan Type Indicator

Event Type (Budget Type + Plan Type indicator maps
to event type)

Plan Period Period
Amount Line Amount
Fund Fund

Sub Fund Sub Fund
Dept Department
Unit Unit

Sub Unit Sub Unit
Function Function
Sub Function Sub Function
Object Object

Sub Object Sub Object

Revenue Source

Revenue Source

Sub Revenue Source

Sub Revenue Source

Activity Activity
Sub Activity Sub Activity
Location Location

Sub Location

Sub Location

Reporting Code

Reporting Code

Sub Reporting Code

Sub Reporting Code

Dept Object

Dept Object

Dept Revenue

Dept Revenue

Appropriation Unit

Appropriation Unit

Program Program
Phase Phase
Program Period Program Period
Task Task
Task Order Task Order
Sub Task Sub Task
=
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Management Budget (OB1) Document
Management Budget (OB1): Header

0B1 - 758- 0600000001- 1- New- Draft

+ Heauer - | Actian Many I
General Information
Document Infarmation &k
Accourting

Postinc —wGeneral Information

Document Comments

Document History Document Mame :
Document Reference
Future Triggering Recard Date -
Budget FY ;
Fizcal Year:
Ferind :

Document Description :

Actual Amount : §0.00
Closed Amount ; §0.00
Closed Date :

 BDocument Information ]

Top

[ save Y woie Y At [ vawsae | Submit [ Close ]

Menu

Header - General Information
e Document Name: You may enter a document name.
e Record Date: Leave blank. Infers from the system date at the time of submission.
e Budget FY: Enter Budget Fiscal Year.
e Fiscal Year: Enter Budget Fiscal Year.
e Period: Enter the plan period for the transaction
o Yearly budgets enter a ‘1’

o Quarterly budgets enter a ‘1’ for the first quarter, ‘2’ for the second quarter, ‘3’ for the
third quarter and ‘4’ for the fourth quarter

o Monthly budgets enter the fiscal month 1 through 12
e Document Description: Leave blank.

]
g cal dms 58 of 78



eMARS 310 Operating and Management Budgets

1l

™

Budget
e Al Clase

ADVANTAGE

Management Budget (OB1): Accounting

Personalize Help Accessibility

rement  Budoet

OB1 - 758- 0600000001- 1- Hew- Draft

| Actian Wemr I
Document View
Header - Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
" Aocourting x
General Information 3% - 1 $5,000.00 $0.00 XYEX
Reference Inzart Mew Line Insert Copied Line First Prev Go To Mext Last
Fund Accourting
Detail Accournting
Posting sk
el sinris ~wGeneral Information
Document History
Document Reference Event Type : I}{YE}{ Fiscal Year: I
Future Trignering
Accounting Template:l Budget FY:I
Yeatly Expense Management | Period :

Line Description

_|Budget far Department 7558

Charge Class :

LI Charge Class Rate

Line Amount ; |$5,DDD.DD

Line Cloged Amount : $0.00
Line Closed Date :

Charge Units

*Heference
Ref Doc Code I Refvendor Line : I
RefDoc DeptCode:I Ref Commodity Line:ID

RefDoc1d ;|

—

RefAccounting Line :

Ref Type

r*Fund Accounting

Fund: W Department : I?'SB— QOBSA I—

subFung: [ unit: [ONIT swossa: [

opject:[E321 | subunt:[T Deptomject: [

Sub Ohject: I— Appr Unit I— Dept Revenue I—
Revenue : I— BSA: I—
Sub Revenue I— Sub BSA: I—

~*hetail Accounting

Lacation : Repoting :I Majar Program :
Prograrm

Sub Location Sub Reporting : s
Phase:

Aty Task: I
Frogram Period ; I

Sub Activity Sub Task:

AR

Function : Task Order :

Sub Function

WﬂWWWW

Logout

Tep
[ew Y e J vaiswe J  swmi | Close |
‘IM | _,I
=
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REQUIRED
Accounting - General Information

e Event Type: The following event types are available on the OB1 document

o XYEX- used for recording a yearly expense budget

XQEX- used for recording a quarterly expense budget
XMEX- used for recording a monthly expense budget
XYRV- used for recording a yearly revenue budget
XQRV- used for recording a quarterly revenue budget
XMRV- used for recording a monthly revenue budget

e Line Amount: Enter the line amount for the transaction
Accounting - Fund Accounting

e Department: Enter the department code.

e Unit: Enter the unit code.

O O O O O

OPTIONAL
Accounting - Fund Accounting

e Fund: Enter the fund code.

e Object: Enter an object code if this is an expenditure transaction. Hierarchies of objects such as
object class or object type cannot be entered. You can report both budgets and actuals at the
various hierarchies of object code. So, if you don’t want to budget by object but want to budget

by object class, select one object in the object class and use it as a substitute for the object
class.

o Revenue: Enter a revenue code if this is a revenue transaction.

The Posting section of this document is not applicable for this transaction.

After entering the required fields and any other fields necessary in the Management Budget process for
your agency, select the Validate button. This will ensure that the required elements are present and
valid. If the document is error free, you may submit the document. Your department’s workflow rules will
determine the flow of the document from this point.

]
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Exercise 5 — Process a Management Budget (OB1) Document
Scenario

Your agency is using the Management Budget (OB1) document to enter Management Budget
information into eMARS. You will access this document to enter your budget information.

Task Overview

Access the Management Budget (OB1) document from the Budgets workspace and enter the data
supplied to establish a Management Budget.

Procedures
1. Click the Budget Workspace link on the eMARS Home page.

antage - Microsoft Internet Explorer |- ”I:l |r><

A DVAANT‘AG E Home  Personalize  Help  Accessibility  Logout

Procurement  Budget i Aritiracy

Save Al Close =
P O eraine et Operating Budgets
| Incjuiries tdeny
| Capital Budgets Thiz area contains the inquiries uzed to manage operating budgets.
| Management Budgets

= Inquiries
This section contains inquiries used to view appropriation, allotment, and cash balances for operating funds.

Appropriation Inguing (BOZLAY
Allotment Inguiny (BOELWEY

Object Allotment Inguiny (BRELWEY
Appropriation Summary (ESUMILTY
Allotment Summary (ESUMILEY
Object Allotment Summary (ESURILE
Cazh Balances (CBALSLY

G 0 Internek
— —

2. Click Management Budgets in the Workspace.
3. Click Documents in the Workspace to open the Document Catalog.

]
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Home

DVANTAGE

Procurement  Budcet oL inG

Budget
Save Restart Save Al Close

Dperating Budgets

Document Catalog

Personalize Help

Accessibility Logout

Capital Budgets Create
ugs Budpgets sk
" Wanacgement Buddget (0B1) whocument ldentifier
Code : |OB Unit: |
Dept.: l— D |

r kUser Information

r bDocument State

Browse Clear

| Actian Meny I
DOpen Validate Submit Copy
Code | Dept. | Unit 1D Comments | Version | Function | Phase | Status | Date User ID Amount | Active
[0 o1 758  UMIT 0600000001 Mo 1 Mewy Craft  Held 212306 ethibodeaw: 500000 true
First Prew Mesxt Last
Menu

4. Click Create and enter the following information.

Fields Values
Code OB1
Dept 765

Unit OSBD
Auto Numbering Selected

5. Click Create.

6. Enter the following information in the General Information section:

Fields Values

Document Name OSBD Yearly Budget
Fiscal Year 2006

Budget FY 2006

Period 1

)
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Home  Personallze  Help  Accessiblity  Logout

Welcome, Rachelle Wikins

Of 5 0600000002 1
Document View OB1 - 765- 0600000002- 1- New- Draft

Action Menu
General Information

Document information kb
Accounting

- wGeneral Information

Document Comments IOSBD Yearly Budget

Document History Document Name
Document Reference

Future Triggering Record Date
Budget FY : |2006
Fiscal Year: |2006

Period

:

Document Description

Actual Amount: $500.00
Closed Amount : 50.00
Closed Date

r kDocument Information

Too

[ sae Y vndo Y Pict | vaidale J Submt | Clos= ]

B Internet

7. Click Accounting on the Secondary Navigation panel.
8. Click Insert New Line.

)
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A http://kyadvprod9.state.ky.us - AMS Advantage - Microsoft Internet Explorer

FIIR:.  ADVANTAGE

Weilcome, le Wilkins

o 0600000002 1
Document View

|~ Accounting
General Information
Reference
Fund Accounting
Detail Accounting

OBA1 - 765- 0600000002- 1- New- Draft

Home  Personallze  Help  Accessiblity  Logout

Budget Procurement Acc ble Accounts Payable Cost Accountine

Action Menu
Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
3% v 1 $500.00 50.00 XYEX
Insert New Line Insert Copied Line First Prev Go To Next Last

Document Comments
Document History
Document Reference
Future Triggering

b

Line Description

Line Closed Date

rwGeneral Infformation

Event Type !XYEK Fiscal Year i
Accounting Template I Budget FY !

Line Amount ISSUU 0o Charge Units !

Line Closed Amount : 50.00

Period i
Charge Class !
Charge Class Rate i

r PReference

[ BFund Accounting

 bDetail Accounting

Too

Menu

[ save Y unde | pont | Vaidse J Submt | Cloze |

B Internet

9. Enter the following information in the General Information section:

Fields

Values

Event Type

XYEX

Line Amount

500

10. Expand the Fund Accounting section and enter the following:

Fields

Values

Fund

0100

Department

765

Unit

0SBD

Object

E111

Revenue

Leave Blank

)
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+ Accounting
General Information
Reference
Fund Accounting
Detail Accounting

OBA1 - 765- 0600000002- 1- New- Draft

Document Comments
Document History
Document Reference
Future Triggering

Action Menu
Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
% & 1 $500.00 50.00 XYEX
Insert New Line Insert Copied Line First Prev Go To Next Last
£

[ bGeneral Information ]

r PReferenc

rwFund Accounting

Fund:|0100 Department : |765 0OBSA:
Sub Fund: Unit: |OSBD Sub OBSA:
Object: [E111 Sub Unit: Dept Object:

WW

Sub Object: ApprUnit: Dept Revenue
Revenue: BSA:
Sub Revenus : Sub BSA:

 kDetail Accounting

Tco

[[sae Y vndo Y Pict | vaidale J Submt | Clos= ]

Menu

=]

Help  Accessiblity  Logout

B Internet

11. Expand the Detail Accounting section and enter the following:

Fields

Values

Function

GOPM

)
& calIams

65 0f 78



eMARS 310 Operating and Management Budgets

Welcome, Rachelle Wikins

Of 5 0600000002 1
Document View OB1 - 765- 0600000002- 1- New- Draft

Action Menu
|~ Accounting

General Information
Reference

Fund Accounting 5% « 1 $500.00 $0.00 XYEX

Detail Accountin Insert New Line |nsert Copied Lins First Prev Go Ta Next Last

Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code

Document Comments
Document History #k

Document Reference |- bGeneral Information

Future Triggering
r PReferenc

 BFund Accounting

r~wDetail Accounting

Location :

Reporting I Major Program :
Program :
Sub Reporting I a
l— Phase:
Program Period :
Sub Task I
Function : |GOPM Task Order ]

Sub Function

Sub Location :

Activity :

WW}

Sub Activity

{11

l

Tco

[ save Y Unde | Pt | Vaidate J Submt || Closs ]

Menu

Personalize

Help  Accessibility

Logout

B Internet

12. Validate.

13. Correct any errors and then click Validate again.
14. Click Submit.

15. Click Close.

)
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7 -SAS-14 Account Maintenance Form

The SAS-14, Account Maintenance Form, is used to Establish, Inactivate or Change an Allotment,
Function, Operating Fund (cash control) or Capital Project. The form is split into two distinct sections:
FUNCTION and FUND. The Function area should only be completed when dealing with an Allotment
account or Function code. The Fund area will be completed when dealing with an Operating Fund
(cash control) or Capital Project. Drop down lists have been provided for the Fiscal Year, Department,
Function Group and Fund Type fields. The instructions for completing the form are slightly different
when dealing with Operating Accounts vs Capital Projects. Completing the form for Capital Projects will
be covered in the Capital and Revenue Budget course material.

The SAS-14 form and instructions can be found on the eMARS website at:
http://finance.ky.gov/internal/eMARS/forms/.

]
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SAS-14 Commonwealth of Kentucky Date: 5/15/2007
S ACCOUNT MAINTENANCE FORM

O Establish Reason for Change:

O Inactivate

O Change

Fy: | pepT:[ |

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP) |(AL) Function Type Name (AL)

L] override Allotment e To[ |

Provide justification for allotment override:

FUNCTION

FUNCTION

Function Function Type

Group (AP) |(AL) Function Function Name
FUND

Fund Type Fund Fund Name

For Restricted Funds Only -
Isthe Fund:  Oon Budget Enter the Allotment (Function Type) this Fund is to be expended from: I:l
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds

:Ils the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: I:l

|:| Does this Fund Accrue Interest Income? [f yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code | Source

D Override Cash From:III To:|:|

Provide justification for cash override:

Spending Revenue
[] Require Sub-Function L] Require Sub-Function
L] Require Activity ] Require Activity
L] Require Sub-Activity 1 Require Sub-Activity
Agency Contact Governor's Office for Policy and Management
o=
3 = Fund
<z,; O |Fund Class |Category Fund Type |Fund Group |CAFR Fund Type|investment Pool |Template ID
w
% 9 #N/A 0 0 #N/A #N/A

]
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Operating Accounts

RED ELEMENTS:

REQUI

Establish — Requesting a new Allotment, Function, Operating Fund (cash control)

Inactivate — Requesting to inactivate an existing Allotment, Function, Operating Fund (cash control)
Change — Requesting to change an account element (e.g. overrides, interest income posting). Any
requests for changes must have a corresponding explanation in the Reason for Change box.

FY — Select the fiscal year from the drop down list.

Dept — Select the department requesting this account from the drop down list.

FUNCTION AREA:

ALLOTMENT (FUNCTION TYPE) - Complete this section when requesting to establish, inactivate or
override an Allotment account.

o Select the Function Group (AP) from the drop down list.

o Enter the Function Type (AL) being requested.

o Select the Fund Type (AL) for the Allotment Account from the drop down list.

o Enter the name of the Allotment Account.

Override Allotment - If requesting an Allotment override, select this check box. The From/To dates must
be completed as well as the justification for the override. The end date of an override cannot exceed the
end of the current fiscal year.

FUNCTION - Complete this section when requesting to establish or inactivate a Function code.

o Select the Function Group (AP) from the drop down list.

o Enter the Function Type (AL) for the requested Function.
o Select the Fund Type (AL) for the Function from the drop down list.
o Enter the Function being requested.
o Enter the Function Name.
FUND AREA:

FUND - Complete this section when requesting to establish, inactivate or change an Operating Fund.

o Select the Fund Type from the drop down list.

o To inactivate or change an existing Fund, enter the Fund. To request a new Fund, leave the Fund
field blank. This Fund code will be assigned by Statewide Accounting Services.

o Enter the Fund Name.

For Restricted Funds Only — Select whether the restricted fund is on-budget or off-budget. For on-

budget restricted funds, enter the Allotment (Function Type) in which the Fund will be expended from.

For Capital Projects Only — Leave Blank.

Fund accrues interest income - If this fund accrues interest income, check this box. The legal authority

for the accrual of interest income as well as the account information where the interest income should

post must be completed. (e.g. KRS 94A.220, 101 KAR 3:10) Fund, Dept, Unit and Function is required

except where the interest is posting to the new fund. In this case, leave the Fund blank and it will be

completed by Statewide Accounting Services. All remaining fields are discretionary.

Override Cash — If requesting a cash override on a fund, check this box. Justification and the From/To

dates for the override must be completed. The end date of a cash override cannot exceed the end of the

current fiscal year.

Spending and Revenue — Departments can require Sub-Function, Activity, and Sub-Activity at the fund

and department level for both spending and revenue. Check the appropriate boxes based on the

departments needs.

]
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SAS-14 Commonwealth of Kentucky Date: 5/15/2007
tadt ACCOUNT MAINTENANCE FORM

(®) Esteblish Reason for Change:

O Inactivate

O change FUNCTION ONLY EXAMPLE

FY: DEPT:[ s20 |

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP) (AL) Function Type Name (AL)

] override Allotment From[ ] To ]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function Type
Group (AP) |(AL) Function Function Name
520D 520T DFAOD Forensic Investigations
FUND
Fund Type Fund Fund Name

For Restricted Funds Only -
Isthe Fund:  Con Budget Enter the Allotment (Function Type) this Fund is to be expended from:
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds

I:Ils the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code:

Legal Authority:

[ 1

1

D Does this Fund Accrue Interest Income? If yes, state the legal authority for the accrual of interest income.

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code | Source

[] override Gash From: |:| To: |:|

Provide justification for cash override:

Spending Revenue
L] Require Sub-Function [ ] Require Sub-Function
O Require Activity L] Require Activity
L] Require Sub-Activity ] Require Sub-Activity
Agency Signature
Agency Contact Governor's Office for Policy and Management
>
3 z Fund
E O |Fund Class |Category Fund Type |Fund Group JCAFR Fund Type]investment Pool JTemplate 1D
w
% g #N/A 0 0 #N/A #N/A

]
g cal dms 70 of 78




Kmﬁﬁw ¢
o : eMARS 310 Operating and Management Budgets

SAS-14 Commonwealth of Kentucky Date: 5/15/2007
05007 ACCOUNT MAINTENANCE FORM

(®) Establish Reason for Change:

O Inactivate

O change ALLOTMENT AND FUNCTION EXAMPLE

FY:[2008] DEPT:[ 520 |

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  |(AL) Function Type Name (AL)
520D 520T Forensics

(] override Allotment From[ ] To[ ]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function Type
Group (AP)  J(AL) Function Function Name
520D 520T DFAO Forensic Investigations
FUND
Fund Type Fund Fund Name

For Restricted Funds Only -
Isthe Fund: O on Budget Enter the Allotment (Function Type) this Fund is to be expended from: I:I
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds

I:Ils the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: I:I

D Does this Fund Accrue Interest Income? |[f yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code | Source

D Override Cash From: I:l To: I:I

Provide justification for cash override:

Spending Revenue

L] Regquire Sub-Function [] Require Sub-Function

] Require Activity [] Require Activity

] Require Sub-Activity [ ] Require Sub-Activity

Agency Signature
Agency Contact Governor's Office for Policy and Management
S

3 = Fund
‘Z,: © |Fund Class Category Fund Type |Fund Group |CAFR Fund Type|investment Pool |Template ID
z § #N/A 0 0 #N/A #N/A

]
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SAS-14 Commonwealth of Kentucky Date: 5/15/2007
05007 ACCOUNT MAINTENANCE FORM

(®) Establish Reason for Change:

O Inactivate

O change FUND ONLY EXAMPLE

FY:[2008] DEPT:[ 520 |

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  |(AL) Function Type Name (AL)

(] override Allotment From[ ] To[ ]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function Type
Group (AP)  J(AL) Function Function Name
FUND
Fund Type Fund Fund Name
1300 Forensic Investigations Fund

For Restricted Funds Only -
Isthe Fund: @ On Budget Enter the Allotment (Function Type) this Fund is to be expended from:
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds

I:Ils the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: I:I

D Does this Fund Accrue Interest Income? |[f yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code | Source

D Override Cash From: I:l To: I:I

Provide justification for cash override:

Spending Revenue

L] Regquire Sub-Function [] Require Sub-Function

] Require Activity [] Require Activity

] Require Sub-Activity [ ] Require Sub-Activity

Agency Signature
Agency Contact Governor's Office for Policy and Management
S

3 = Fund
‘Z,: © |Fund Class Category Fund Type |Fund Group |CAFR Fund Type|investment Pool |Template ID
E § SREV 1300 5207 RSTD INT

]
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SAS-14 Commonwealth of Kentucky Date: 5/15/2007
S ACCOUNT MAINTENANCE FORM

@) Establish Reason for Change:

O Inactivate

O change FUND AND FUNCTION EXAMPLE

FY:[2008] DEPT:[ 520 |

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP) |(AL) Function Type Name (AL)

L] override Allotment e To[ |

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function Type
Group (AP) |(AL) Function Function Name
520D 5207 DFAQ Forensic Investigations
FUND
Fund Type Fund Fund Name
1300 Forensic Investigations Fund

For Restricted Funds Only -
Isthe Fund: @ on Budget Enter the Allotment (Function Type) this Fund is to be expended from:
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds

:Ils the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: I:l

|:| Does this Fund Accrue Interest Income? [f yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code | Source

D Override Cash From:III To:|:|

Provide justification for cash override:

Spending Revenue
[] Require Sub-Function L] Require Sub-Function
L] Require Activity ] Require Activity
L] Require Sub-Activity 1 Require Sub-Activity
Agency Signature
Agency Contact Governor's Office for Policy and Management
o=
3 = Fund
<z,; O |Fund Class |Category Fund Type |Fund Group |CAFR Fund Type|investment Pool |Template ID
w
% 9 SREV 1300 5207 RSTD INT

]
g cal dms 73 0f 78



eMARS 310 Operating and Management Budgets

Completed SAS-14’s should be submitted to the Governor’s Office for Policy and Management for
approval. Once approved, the SAS-14 will be submitted to Statewide Accounting Services for
processing. If requesting a new “Fund” for an Operating Account, Statewide Accounting Services will

assign the Fund code and notify the agency contact.
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Exercise 6 — Complete an SAS-14 Account Maintenance Form

Scenario

The SAS-14 Account Maintenance form is used to Establish, Inactivate or Change and Allotment,
Function, Operating Fund or Capital Project.

Task Overview

This exercise will entail establishing a new Restricted Fund with a new Allotment account and Function
code. The new Fund will accrue its own interest income and the agency will require Sub-Function for
both spending and revenue.

Procedures

1. Access the SAS-14 Account Maintenance form from the eMARS website:
http://finance.ky.gov/internal/emars/forms/.

2. Enter the following information:
e Select the Establish button.
e FY = Select 2007 from the drop down list
e Dept = Select 765 from the drop down list
ALLOTMENT (FUNCTION TYPE)
e Function Group = Select 765A from the drop down list
e Function Type = 765F
e Fund Type = Select 1300 from the drop down list
e Function Type Name = eMARS Performance Budgeting
FUNCTION
e Function Group = Select 765A from the drop down list
e Function Type = 765F
e Fund Type = Select 1300 from the drop down list
e Function = FFOO
e Function Name = eMARS Performance Budgeting — Phase |
FUND
e Fund Type = Select 1300 from the drop down list
e Fund = Leave blank. It will be assigned by Statewide Accounting Services.
e Fund Name = eMARS Performance Budgeting
e Select the check box for “Fund Accrues Interest Income”
e Legal Authority = KRS XXX.XXX
e Interest Income Posting:
o Fund: Leave blank. It will be assigned by Statewide Accounting Services.
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o Dept = Select 765 from the drop down list
o Unit=0SBD

o Function = FF0O

o Sub-Function = FFAQ

e Select the check box for Spending — Require Sub-Function and Revenue — Require Sub-
Function.

e Agency Contact = Enter your name

e C(Click Save.
e Select the file location in which you would like to save (for this exercise, save it to your
desktop).

8 — Session Summary

Chart of Accounts - The eMARS chart of accounts is used to identify and classify all financial and
budget data stored in eMARS. The Chart of Accounts elements used on Kentucky’s budget structure
are CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type and Object Type.

Budget Structure - A Budget structure is the framework of a budget determining the type of budget:
expense, revenue, expense & revenue, or reimbursable. Budget structures consist of levels that
correspond to increasingly more detailed levels of budgeting.

Budget Levels - Kentucky’s operating budget structure is composed of three levels.
Appropriations — In eMARS, the Function Group element will be used to define an Appropriation.
Allotments - In eMARS, the Function Type element will be used to define an Allotment.

Available Budget Balances — Unobligated, Unexpended Accrued and YTD Unexpended Accrued
balances are used in the budget control process to determine if sufficient budget exists to allow
additional activity against the budget.

Budget Inquiries and Summaries- Four inquiry pages are available in eMARS to assist with
identifying budget balances at the Appropriation, Allotment and Object level. Three summary level
pages are also available.

Management Budgets — Management Budgets are a more specific breakdown of an agency’s
operating budget. They provide the capability to record financial goals and expectations. With eMARS,
agencies have the option to enter their Management Budgets directly into eMARS as a Management
Budget (OB1) or to an Excel spreadsheet.

SAS-14 — This form will be used to establish, inactivate or change Allotments, Functions, Operating
Funds (cash control) and Capital Projects.
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Review Questions

Question #1: The eMARS term for appropriations is

A Cabinet

B Function Group

C | Function Type

D Fund Type
Question #2: The eMARS term for allotments is
A Cabinet

B Function Group

C | Function Type

D Fund Type

Question #3: Creating a Favorite on a budget inquiry page after you enter the search criteria allows you to
access the page without re-entering the search criteria through the Favorites secondary navigation panel.

A True

B False

Question #4: Management budgets are used in eMARS to edit transactions entered in the system.

A True

B False

Question #5: Management budgets can be entered into eMARS using the Management Budget
Spreadsheet or through

A | Appropriation (AP) documents

B | Allotment (AL) documents

C | Budget (BG) documents

D Management Budget (OB1) documents

Question #6: Use the SAS-14 form to:

A Establish an Allotment account

Override cash on a Fund

B
C Require Activity for spending and revenue
D

All of the above
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Log Out of eMARS
You will conclude this exercise by logging out of the application:

Click Logout. This closes the eMARS application and ends your session. You can now close the open
browser windows.

NOTE: Please remember to select Logout
prior to closing your eMARS session. Just
closing the page will not immediately end
your session.

Review Answers

Question #1: The eMARS term for appropriations is

B Function Group

Question #2: The eMARS term for allotments is

C | Function Type

Question #3: Creating a Favorite on a budget inquiry page after you enter the search criteria allows you to
access the page without re-entering the search criteria through the Favorites secondary navigation panel.

A True

Question #4: Management budgets are used in eMARS to edit transactions entered in the system.

B False

Question #5: Management budgets can be entered into eMARS using the Management Budget
Spreadsheet or through

D | Management Budget (OB1) documents

Question #6: Use the SAS-14 form to

D All of the above

]
g cal dms 78 0f 78



